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Appendix A: Report Card/Interim Templates 



The following sections in this appendix list the template pieces available for use in each report 
card/interim template option accompanied by a representation of the template piece. 

ProgressBook GradeBook provides several template options and hundreds of template pieces for 
you to use in creating your customized report cards/interims. When you select one of the template size 
and layout options listed as follows on the General Tab, the template pieces available to use 
in the layout of your printed report card/interim display on the Templates tab: 

• Standard Elementary Report Card (8 1/2x11 portrait) 

• Standard Elementary Report Card (8 1/2x14 portrait) 

• Standard Elementary Report Card (8 1/2x11 landscape, 2 columns) 

• Standard Elementary Report Card (Legal tri-fold) 

• Standard Elementary Report Card (11x17 landscape, 2 columns) 



Standard Elementary Report Card (8 Vz x 1 1 portrait) 

Attendance template pieces displays attendance totals for grading periods. The following attendance 
template pieces are available. 



Attendance 


1 


2 


3 


4 


In Attendance 










Days Absent 










Times Tardy 











Attendance (V 2 width, Present, Tardy, Absent) 



Attendance 


1 


2 


3 


Absent 








Tardy 









Attendance (3 Columns, V 2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Absent 










Tardy 











Attendance (4 Columns - Half Width) 
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Daily Attendance Totals 

1 2 3 4 Total 


Present 












Possible 












Excused 


Absences 












Tardies 












Unexcused 


Absences 












Tardies 













Attendance (5 Columns, V 2 w, Pres, Poss, ExAT, UnExAT) 



Attendance 


1 


2 


3 


4 


Tot 


Absent 












Tardy 













Attendance (5 Column V2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Tot 


Present 












Absent 












Tardy 













Attendance (5 Column, V2 width, Pres, Abs, Tar) 



Blank Line template piece inserts a blank line of space. Using this template piece is the same as 
specifying 1 in the Rows After column on the Template tab. 

Class Comments template pieces display comments about an individual class for the current and multiple 
grading periods. Use this template piece paired with a marks template piece and then map both pieces to 
the same course to display the comments with the course marks. The following class comments template 
pieces are available. 



Comments: 



Class Comments (Current Per, 1/2 Width, 2 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 4 Rows) 
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Comments 



Class Comments (Current Per, 1/2 Width, 6 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 12 Rows) 



Comments 



Class Comments (Current Per, Full Width, 2 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 4 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 8 Rows) 
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Class Comments (Q1-Q4, 1/2 Width, 2 Rows) 




Class Comments (Q1-Q4, 1/2 Width, 4 Rows) 




Class Comments (Q1-Q4, Full Width, 2 Rows) 




Class Comments (Q1-Q4, Full Width, 4 rows) 




Class Comments (T1-T3 Full Width, 2 Rows) 




Class Comments (T1-T3 Full Width, 4 Rows) 



Column Break template piece inserts a break between columns. 
Current Date template piece displays the current date. 

6/24/2011 
Current Date 
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File Header template pieces inserts invisible page-size formatting codes. This template piece MUST be 
the first template piece in the template. 

Geometric Shapes template piece displays marks for recognizing geometric shapes. 



Geometry and Spatial 


Sense 


X=Needs 

Improvement 


Identifies: Circle 


0 




Square 


□ 




Triangle 


A 




Rectangle 


□ 




Rhombus 


0 




Hexagon 


0 




Trapezoid 


u 





Geometric Shapes 



Grading Period is template piece typically used for interims that displays the grading period selected on 
the Generate Report Cards screen. 



Grading Feriod: 02 

Grading Period 



Index template pieces display an explanation of marks used on the report card based on the marks 
selected on the Assessments tab and descriptions in the Mark Types setup. The amount of text that 
displays in each column cannot be adjusted. Use this template piece paired with text entered in the 
Additional Mark Explanation Message field on the Messages tab. 



Explanation of Marks 


Academic 




A+ = A+ 


Additional Mark 


A = A 


Explanations 


A- = A- 




B+ = B+ 




B = B 




B- = B- 




C+= C+ 




C= C 




c- = c- 




D + = D + 




D = D 




D-= D- 




F = F 




1 = Incomplete 




N = Needs improvement 




P = Passing 




S = Satisfactory 




S+ = Outstanding 




S- = Works slightly below 




expectations 




U = Unsatisfactory 





Index 
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Interim Comments Header provides the heading row for the Interim with 1 Comment and the Interim 
with 2 Comments template pieces. This template piece is typically used on traditional interims. 



IlRiirv# NurV 

Interim Comments Header 

Interim Mark & Comment Header provides the heading row for the Interim Mark & Comment 

template piece. This template piece is typically used for traditional interims. 

Cuut e% Mitt Cvtitmtnfo 

Interim Mark & Comment Header 



Interim Mark & Comment is a template piece for traditional interims that displays each course, its mark 
and one comment. Only marks for the current grading period appear on the generated interim. When 
using this template piece, on the Assessments tab, make sure the mark is the first assessment and the 
comment is the second assessment. If the comment is chosen from a list, the mark type must be 
Combined Comment so that the comment text prints instead of the code. 

Additionally, you must use the Interim Mark & Comment Header template piece for the heading row 
with this template piece. 



COURSE 



F 



COMMENT 



Interim Mark & Comment 



Interim with 1 Comment and Interim with 2 Comments are template pieces for traditional interims 
that display each course and one or two comments. Only comments for the current grading period appear 
on the generated interim. If the comments are chosen from a list, the mark type must be Combined 
Comment so that the comment text prints instead of the code. 

Additionally, you must use the Interim Comments Header template piece for the heading row with 
either of these template pieces. 



COURSE 


COMMENT 


Interim with 1 Comment 


COURSE 


COMMENT 

COMMENT 



Interim with 2 Comments 



Interim with Current Per Assessments (1/2 width) and Interim with Current Per Assessments (Full 
Width) are template pieces for standards -based interims that display the assessments and mark for each 
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course. Only the marks for the current grading period appear on the generated interim. The difference 
between the two template pieces is their width on the generated interim. 



Course 


Mark 


Assessment 





Interim with Current Per Assessments (1/2 width) 



Course 


MARK 


Assessment 





Interim with Current Per Assessments (Full Width) 



Kindergarten Letters template pieces display marks for recognizing lower and upper case letters and the 
letter sound. The following kindergarten letters template pieces are available. 





A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


W 


X 


Y 


Z 


Introduced 






















































Identifies 

Uppercase 






















































Identifies 

Lowercase 






















































Identifies 

Isolated 

Sound 























































Custom Kindergarten Letter Box - Full Width 



Your child knows the following checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


z 


Uppercase 






















































Lowercase 






















































Sound 























































Custom K Letter Box (Upper, Lower, Sound) 



Letter Recognition template pieces display marks for recognizing upper and lower case letters by 
grading period. The following letter recognition template pieces are available. 
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i 


2 


3 


4 




i 


2 


3 


4 




i 


2 


3 


4 


a 










j 










s 










b 










k 










t 










c : 










1 










u 










d 










m 










V J 










e 










n 










w 










t 










0 










X 










g 










p 










y 










h 










q 










Z 










_L 










r 












m 


m 


m 


M 



Letter_LowerCase_4RepPer 





1 ; 


2 


3 ? 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 

E 










M 

N 










V 

w 










F 










0 










X 










G 










P 










Y 










H 










Q 










z 










1 










R 












m 


m 


m 


m 



Letter_UpperCase_4RepPer 



Letter_UpperCase2_4RepPer is used specifically for sounds. 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










Z 










1 










R 












m 


m 


m 


m 



Letter_UpperCase2_4RepPer 



Note: When using letter or word template pieces, you must set up the letters 
and/or words as assessments in the course on the Assessments tab. Make sure to use 
the Checkmark for Report Cards mark type. 
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Mailing Label template piece displays the student’s mailing address. 



To the Parents Guardians of: 
Kaley Snethkamp 
22807 VINE CT 
Rock View. OH 99916 

Mailing Label 



Marks template pieces display grades and/or marks for assessments by subject. The following marks 
template pieces are available. 



Course 


1st 

Semester 


2nd 

Semester 


Assessment 







Marks (2 columns) 



Course 


1 


2 


3 


Assessments 









Marks (3 columns) 



Course 


i 


2 


3 


Assessment 









Marks (3 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns, 1/2 Width) 
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Course 

Assessment 





1 


2 


3 


4 


5 


6 

















Marks (6 columns) 



Course 


1 


2 


3 


4 


5 


6 


7 


Assessmert 

















Marks (7 columns) 



Custom Marks SI and Custom Marks S2 template pieces are specifically designed for districts whose 
report cards only show the grades for a single semester. Custom Marks SI displays the marks and 
comments for the first semester; Custom Marks S2, the marks and comments for the second semester. 
To use these templates, the following setup is required: 

• Create two report cards: one for the first semester using the Custom Marks SI template piece 
and one for the second semester using the Custom Marks S2 template piece. 

• For each report card, create two assessments on the Assessment tab: one for the mark and one for 
comments. These are the only valid assessments you can use for this template piece. 

• For each report card, map the identifiers to the correct assessment on the Mapping tab. 




Messages template pieces display custom message text entered on the Messages tab. Message X (1 
through 12) options are available and all display the text entered in the Messages fields in two size 
formats: half-page and full-page widths. Each option is available with and without borders. Text entered 
in the Additional Mark Explanation Message field displays with the Index template piece. Each 
message field allows up to 6,000 characters of text. 



| Your custom message. 

Message 1 (1/2 width & border) 



Your custom message. 
Message 1 (Half Width) 



| Your custom message. 

Message 1 (Page Width & Border) 
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Your custom message. 

Message 1 (Page Width) 



One Column Section template piece inserts a one-column section on a page that uses a two-column 
format. 

Page Break template piece inserts a page break between multiple pages of a report card indicating the 
end of one student’s report card. This template piece must be the last sequence number in the list of 
template pieces. 

Parent Signature template pieces display the possible combination of the student’s name, the text 
“Parent Signature” and a blank line, and the text “Conference Requested? Yes No.” The following parent 
signature template pieces are available. 



Parent's Signature 

Parent Signature Line 



Please sign and return this section 

Parent 

Student Kaley Snethkamp Signature 

Parent Signature Section (Full Width) 



Conference 
Requested? Yes No 



Placement Status template pieces display promotion or placement to a succeeding grade or retention in 
the current grade. The following placement status template pieces are available. 



End of Year Placement 

Promoted 
Assigned 
Retained 



End of Year Placement 



End of Year Placement - Full Width 

Promoted: Retained: Placed: Grade: 

End of Year Placement (Full Width) 
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End of Year Placement 



PrumuleU lu grade 
Placed in grade 
Retained in grade 



End of Year Placement (Promoted, Placed, Retained) 



End of Year Placement 

Promoted to grade 
Placed in grade 
Retained in grade 

Explanation 



End of Yr Place (Pro, Pla, Ret, Exp) - 1/2 width 



End of Year Placement 


Assigned to grade 




Retained in grade 





End of Year Placement (Assigned, Retained) 



Principal Signature template piece displays the principal’s name and blank line for signature. 



Principal’s Signature 

Principal Signature Line 



School Header template piece displays the school district name, the name of the school and the report 
card title on separate lines centered in the column or on the page. The school district name that displays in 
this template piece was entered on the District Setup screen. The name of the school was entered on the 
Schools Setup screen. The report card title was entered in the Report Card Title field on the Messages tab. 
If you do not enter any text in the Report Card Title field on the Messages tab, a title does not display 
when using the School Header template piece. 



PB Training School District 
Lake View Intermediate School 
REPORT CARD 

School Header (District, School & Title) 



16 



Student Header template piece displays the student’s name and grade, teacher’s name and school year, 
and principal’s name. 





Student 


Grade 


03 




Teacher Ms Jane Smith 


Year 


07/08 




Principal Mr Robert Principal 








Student Header with Principal 






■ 


■Studentn MCKENNA- ABERNATHY** 




Gradea 4* 




Teachera KATHY- KANIS** 




Yearn 08/09** 



Student Header (Without Principal) 



Teacher & Principal Signatures template piece displays the teacher, date and principal. 

Teacher Date 4/11/2008 Principal 

Teacher & Principal Signatures 

Teacher Comments template piece displays a teacher’s comments for each grading period. These 
comments are not associated with individual subjects. The following teacher comment template pieces are 
available. 




Teacher Comments (1/2 Page) 
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Teacher Comments 

1" Semester: 



2 10 Semester: 

Teacher Comments (1/2 Page, Semester 1 & 2) 

The size of this template piece expands based on the amount of text entered. 

Teacher Comments: 

Teacher Comments (Curr Per, Full Width, no border) 




Teacher Comments (Curr Per, 1/2 Width) 
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auuflau 




9 








Teacher's Comments 

T T 





Teacher Comments (Trimester, Full Width) 



Two Column Section template piece inserts a two-column section on a page that uses a one-column 
format. 



Standard Elementary Report Card (8 1/2x14 portrait) 

Attendance template pieces displays attendance totals for grading periods. The following attendance 
template pieces are available. 



Attendance 


1 


2 


3 


4 


In Attendance 










Days Absent 










Times Tardy 











Attendance (Vz width, Present, Tardy, Absent) 
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Attendance 


1 


2 


3 


Absent 








Tardy 









Attendance (3 Columns, V 2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Absent 










Tardy 











Attendance (4 Columns - Half Width) 



Daily Attendance Totals 

1 2 3 4 Total 


Present 












Possible 












Excused 


Absences 












Tardies 












Unexcused 


Absences 












Tardies 













(5 Columns, Vfew, Pres, Poss, ExAT, UnExAT) 



Attendance 


1 


2 


3 


4 


Tot 


Absent 












Tardy 













Attendance (5 Column V 2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Tot 


Present 












Absent 












Tardy 













Attendance (5 Column, V 2 width, Pres, Abs, Tar) 
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Blank Line template piece inserts a blank line of space. Using this template piece is the same as 
specifying 1 in the Rows After column on the Template tab. 

Class Comments template pieces display comments about an individual class for the current and multiple 
grading periods. Use this template piece paired with a marks template piece and then map both pieces to 
the same course to display the comments with the course marks. The following class comments template 
pieces are available. 



Comments: 



Class Comments (Current Per, 1/2 Width, 2 Rows) 



Comments 



Class Comments (Current Per, 1/2 Width, 4 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 6 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 12 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 2 Rows) 
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Comments: 



Class Comments (Current Per, Full Width, 4 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 8 Rows) 




Class Comments (Q1-Q4, 1/2 Width, 2 Rows) 




Class Comments (Q1-Q4, 1/2 Width, 4 Rows) 
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Comments 


I s ': 


2*a 


3": 


IF 


Class Comments (Q1-Q4, Full Width, 2 Rows) 


Comments 


1* 


2^ 


3“ 


Class Comments (T1-T3 Full Width, 2 Rows) 


Comments 


i 11 : 


2 nd: 


3" 



Class Comments (T1-T3 Full Width, 4 Rows) 



Column Break template piece inserts a break between columns . 

File Header template piece inserts invisible page-size formatting codes. This template piece MUST be the 
first template piece in the template . 

Geometric Shapes template piece displays marks for recognizing geometric shapes . 
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Geometry and Spatial Sense 


X=Needs 

Improvement 


Identifies: Circle 0 




Square □ 




Triangle A 




Rectangle IZZI 




Rhombus 0 




Hexagon 0 




Trapezoid U 





Geometric Shapes 



Grading Period is a template piece typically used for interims that displays the grading period selected 
on the Generate Report Cards screen. 



Grading Fenod: 02 

Grading Period 



Interim Comments Header provides the heading row for the Interim with 1 Comment and the Interim 
with 2 Comments template pieces. This template piece is typically used on traditional interims. 



tlnura# MitU 

Interim Comments Header 



Interim Mark & Comment Header provides the heading row for the Interim Mark & Comment 

template piece. This template piece is typically used for traditional interims. 



Uuute* Nktk Cvtitrti*! iltf 

Interim Mark & Comment Header 



Interim Mark & Comment is a template piece for traditional interims that displays each course, its mark 
and one comment. Only marks for the current grading period appear on the generated interim. When 
using this template piece, on the Assessments tab, make sure the mark is the first assessment and the 
comment is the second assessment. If the comment is chosen from a list, the mark type must be 
Combined Comment so that the comment text prints instead of the code. 

Additionally, you must use the Interim Mark & Comment Header template piece for the heading row 
with this template piece. 



COURSE 



F 



COMMENT 
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Interim Mark & Comment 



Interim with 1 Comment and Interim with 2 Comments are template pieces for traditional interims 
that display each course and one or two comments. Only comments for the current grading period appear 
on the generated interim. If the comments are chosen from a list, the mark type must be Combined 
Comment so that the comment text prints instead of the code. 

Additionally, you must use the Interim Comments Header template piece for the heading row with 
either of these template pieces. 



COURSE 


COMMENT 


Interim with 1 Comment 


COURSE 


COMMENT 

COMMENT 



Interim with 2 Comments 



Interim with Current Per Assessments (1/2 width) and Interim with Current Per Assessments (Full 
Width) are template pieces for standards -based interims that display the assessments and mark for each 
course. Only the marks for the current grading period appear on the generated interim. The difference 
between the two template pieces is their width on the generated interim. 



Course 


Mark 


Assessment 





Interim with Current Per Assessments (1/2 width) 



Course 


MARK 


Assessment 





Interim with Current Per Assessments (Full Width) 



Index template piece displays an explanation of marks used on the report card based on the marks 
selected on the Assessments tab and descriptions in the Mark Types setup. The amount of text that 
displays in each column cannot be adjusted. Use this template piece paired with text entered in the 
Additional Mark Explanation Message field on the Messages tab. 
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Explanation of Marks 


Academic 
A+ = A+ 

A= A 
A-= A- 
B+ = B+ 

B = B 
B- = B- 
C+ = C+ 

C = C 
0=0 
D+ = D+ 

D = D 
D- = D- 
F = F 

1 = Incomplete 
N = Needs improvement 
P= Passing 
S= Satisfactory 
S+ = Outstanding 
S- = works slightly below 
expectations 
U = Unsatisfactory 


Additional Mark 
Explanations 


Ind 


ex 



Kindergarten Letters template piece displays marks for recognizing lower and upper case letters and the 
letter sound in a one-column width format. The following kindergarten letters template pieces are 
available. 





A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


W 


X 


Y 


Z 


Introduced 






















































Identifies 

Uppercase 






















































Identifies 

Lowercase 






















































Identifies 

Isolated 

Sound 























































Custom Kindergarten Letter Box - Full Width 



Your child knows the following checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 


Uppercase 






















































Lowercase 






















































Sound 























































Custom K Letter Box (Upper, Lower, Sound) 
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Letter Recognition template pieces display marks for recognizing upper and lower case letters by 
grading period. The following letter recognition template pieces are available. 





1 


2 


3 


4 




i 


2 


3 


4 




i 


2 


3 


4 


a 










j 










s 










b 










k 










t 










c 










1 










u 










d , 










m 










V j 










e 










n 










w 










t 










0 










X 










g 










p 










y 










h 










q 










Z 










_L 










r 












m 


m 


w, 


m 



Letter_LowerCase_4RepPer 





1 


2 1 


3 ] 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










z 










1 










R 












m 


m 


M 


m 



Letter_UpperCase_4RepPer 



Letter_UpperCase2_4RepPer is used specifically for sounds. 





1 . 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










W: 










F 










0 










X 










G 










P 










Y 










H 










Q 










Z 










1 










R 












W* 


m 


Wa 


m 



Letter_UpperCase2_4RepPer 



Note: When using letter or word template pieces, you must set up the letters 
and/or words asassessments in the course on the Assessments tab. Make sure to use 
the Checkmark for Report Cards mark type. 



Marks template pieces display grades and/or marks for assessments by subject. The following marks 
template pieces are available. 
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Course 


1 st 

Semester 


2nd 

Semester 


Assessment 







Marks (2 columns) 



Course 


i 


2 


3 


Assessments 









Marks (3 columns) 



Course 


1 


2 


3 


Assessment 









Marks (3 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


5 


6 


Assessment 















Marks (6 columns) 



Course 


1 


2 


3 


4 


5 


6 


7 


Assessmert 

















Marks (7 columns) 



Messages template pieces display custom message text entered on the Messages tab. Message X (1 
through 12) options are available and all display the text entered in the Messages fields in two size 
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formats: half-page and full-page widths. Each option is available with and without borders. Text entered 
in the Additional Mark Explanation Message field displays with the Index template piece. Each message 
field allows up to 6,000 characters of text. 



| Vntir ropaan rp. 

Message 1 (1/2 width & border) 



Your custom message. 



Message 1 (Half Width) 






Message 1 (Page Width & Border) 



Your custom message. 



Message 1 (Page Width) 



One Column Section template piece inserts a one-column section on a page that uses a two-column 
format. 

Page Break template piece inserts a page break between multiple pages of a report card indicating the 
end of one student’s report card. This template piece must be the last sequence number in the list of 
template pieces. 

Parent Signature template piece displays the possible combination of the student’s name, the text 
“Parent Signature” and a blank line, and the text “Conference Requested? Yes No.” The following parent 
signature template pieces are available. 



Parent's Signature 

Parent Signature Line 



Please sign and return this section 
Student Kaley Snethkamp 



Parent 

Signature 



Conference 
Requested? Yes No 



Parent Signature Section (Full Width) 



Placement Status template pieces display promotion or placement to a succeeding grade or retention in 
the current grade. The following placement status template pieces are available. 
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End of Year Placement 

Promoted 

Assianed 

Retained 



End of Year Placement 



End of Year Placement 


Assigned to grade 




Retained in grade 





End of Year Placement (Assigned, Retained) 



End of Year Placement 



Prumuled lu yrade 
Placed in grade 
Retained in grade 



End of Year Placement (Promoted, Placed, Retained) 



End of Year Placement 

Promoted to grade 
Placed in grade 
Retained in grade 

Explanation 



End of Yr Place (Pro, Pla, Ret, Exp) -1/2 width 



Principal Signature template piece displays the principal’s name and blank line for signature. 

Principal’s Signature 

Principal Signature Line 



School Header template piece displays the report card title, the school district name and the name of the 
school on separate lines centered in the column or on the page. The school district name that displays in 
this template piece was entered on the District Setup screen. The name of the school was entered on the 



31 



Schools Setup screen. The report card title was entered in the Report Card Title field on the Messages tab. 
If you do not enter any text in the Report Card Title field on the Messages tab, a title does not display 
when using the School Header template piece. 



Student Progress Report 
PB Training School District 
Lake View Primary School 

School Header (District, school & Title) 



Student Header template piece displays the student’s name and grade, teacher’s name and school year, 
and principal’s name. The following student header template pieces are available. 



Grade 03 
Year 07/08 

Principal Mr. Robert Principal 



Student 

Teacher Ms Jane Smith 



Student Header with Principal 



Student 


Sally Student 


Grade 


01 


Teacher 


Mr. John Jones 


Year 


07/08 


Principal 


Mrs Mary Principal 







Student Header with Principal & Border 



Teacher Comments template pieces display a teacher’s comments for each grading period. These 
comments are not associated with individual subjects. The following teacher comments template pieces 
are available. 
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Teacher Comments (1/2 Page) 




Teacher Comments (1/2 Page, Semester 1 & 2) 

The size of this template piece expands based on the amount of text entered. 
Teacher Comments: 



Teacher Comments (Curr Per, Full Width, no border) 












Teacher Comments (Curr Per, 1/2 Width) 




Teacher Comments (Curr Per, 1/2 Width) 
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Teacher's Comments 

T T 





Teacher Comments (Trimester, Full Width) 



Two Column Section template piece inserts a two-column section on a page that uses a one-column 
format. 



Standard Elementary Report Card (8 1/2x11 landscape, 2 
columns) 

Attendance template pieces displays attendance totals for grading periods. The following attendance 
template pieces are available. 



Attendance 


1 


2 


3 


4 


Absent 










Tardy 











Attendance (4 columns) 
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Attendance 


i 


2 


3 


4 


Days Present 










Days Absent 










Times Tardy 











Attendance (4 column with Days Present) 



Attendance 


1 


2 


3 


mm 


Total 


Days Absent 












Times Tardy 













Attendance (5 columns) 



Attendance 


1 


2 




mm 




Days Present 












Days Absent 












Times Tardy 













Attendance (5 column with Days Present) 



Daily Attendance Totals 

1 2 3 4 Total 


Present 












Possible 












Excused 


Absences 












Tardies 












Unexcused 


Absences 












Tardies 













Attendance (5 col, Pre, Poss, ExcAT, UnExcAT) 



Blank Line template piece inserts a blank line of space. Using this template piece is the same as 
specifying 1 in the Rows After column on the Template tab. 

Class Comments template pieces display comments about an individual class for the current grading 
period. Use this template piece paired with a marks template piece and then map both pieces to the same 
course to display the comments with the course marks. The following class comments template pieces are 
available. 



Comment: 



Class Comments (Current Period, 2 Rows) 
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Comment: 



Class Comments (Current Period, 4 rows) 



Comment: 



Class Comments (Current Period, 6 Rows) 



■Comment:--* 



Class Comments (Current Period, 12 Rows) 




Class Comments (Q1-Q4, 2 rows) 



Column Break template piece inserts a break between columns. 

File Header template piece inserts invisible page-size formatting codes. This template piece MUST be the 
first template piece in the template. 

Index template piece displays an explanation of marks used on the report card based on the marks 
selected on the Assessments tab and descriptions in the Mark Types setup. The amount of text that 
displays in each column cannot be adjusted. Use this template piece paired with text entered in the 
Additional Mark Explanation Message field on the Messages tab. 
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Explanation of Marks 


A-F 


Pass Fail 


A+ = A+ 


P = Pass 


A = A 


F = Fail 


A-= A- 




B+ = B+ 




B = B 




B-= B- 




C+ = C+ 




C= C 




C- = C- 




D+ = D+ 




D = D 




D-= D- 




F = F 





Index 



Kindergarten Letters template piece displays the possible combination of marks for recognizing lower 
and upper case letters, letter sounds and consonants. The following kindergarten letters template pieces 
are available. 



Your child knows the following 


l checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K L 


M 


Uppercase 


























Lowercase 


























Sound 




























N 


0 


P 


Q 


R 


S 


T 


U 


V 


W 


X Y 


Z 


Uppercase 


























Lowercase 


























Sound 



























Custom K Letter Box (Upper, Lower, Sound) 



Phonics (•/ = Mastered, blank = Has not mastered) 


Identifies the 


etter name 


A 


B 


c 


D 


E 


F 


G 


H 


1 


j 


K 


1, 


M 




























N 


C 


p 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 




























a 


i b i 


c 


d 


e 


f 


g 


h 


i 


j 


k 


1 


m 




























n 


0 


p 


q 


r 


s 


t 


u 


V 


W 


X 


y 


z 





























Custom Kindergarten Letters (BA) 
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Letter Identification (•* = Mastered, blank = Has not mastered) 


A 


B 


c 


D 


E 


F 


G 


H 


i 


j 


K 




M 




























N 


C 


p 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 




























a 


b 


c 


d 


e 


f 


g 


h 


i 


J 


k 


i 


m 




























n 


0 


p 


q 


r 


s 


t 


u 


V 


W 


X 


/ 


z 





























Kindergarten Letters 2 



Kindergarten Note about Art, Music, etc. template piece displays a message about Art, Music, and/or 
Physical Education classes. 



Art, Music 
Physical Education 

Students will meet with a music, art, and physical education 
teacher weekly. At the kindergarten level, these subjects are 
not formally evaluated 



Custom BA Kindergarten Note About Art, Music, etc. 



Kindergarten Word Recognition template piece displays marks for recognizing words by sight. The 
following kindergarten word template pieces are available. 



Sight Words (* = Knows Word) 




3 


4 




3 


4 




3 


4 


my 






in 






we 






said 






put 






not 






the 






it 






get 






1 






did 






can 






have 






like 






you 






go 






and 






but 







Custom BA Kindergarten Sight Words 
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Sight Word 


s (s = Knows Word) Assessed 2nd Semester Only 


the 




a 




is 




vou 




to 




and 




we 




in 




not 




for 




at 




with 




it 




can 




will 




this 




have 




he 




1 




me 




up 




my 




go 




see 




look 




get 




said 





Custom BA Kindergarten Sight Words - (2007) 



Letter Recognition template pieces display marks for recognizing upper and lower case 
grading period. The following letter recognition template pieces are available. 



Knows the beginning sounc 


of consonants 


B 


c 


D 


F 


G 


H 


J 


K 


L 


M 


N 


p 


Q 




























R 


s 


T 


V ' 


W 


X 


Y 


z 




























1 

1 


■ 


■ 


wm 


■ 


b 


C 


d 


f 


9 


h 


1 


k 


1 


m 


n 


0 


q 




























r 


S 


t 


V 


w 


X 


y 


z 
































K 


WM 

<///////, 


H 



Kindergarten Consonants 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


a 










j 










s 










b 










k 










t 










c 










1 










u 










d 










m 










V 










e 










n 










w 










f 










0 










X 










g 










P 










y 










h 










q 










z 










i 










r 












m 


M 


m 


m 



Letter_LowerCase_4RepPer 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










2 










1 










R 












m 


M 


m 


m 



Letter_UpperCase_4RepPer 



letters by 
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Letter_UpperCase2_4RepPer is used specifically for sounds. 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










u 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










G 










z 










i 










R 












m 


M 


M 


m 



Letter_UpperCase2_4RepPer 



Note: When using letter or word template pieces, you must set up the letters 
and/or words as assessments in the course on the Assessments tab. Make sure to use 
the Checkmark for Report Cards mark type. 



Marks template pieces display grades and/or marks for assessments by subject. The following marks 
template pieces are available. 



Course Name 


i 


2 


Assessment 







Marks (2 columns) 



Course 


1 


2 


3 


Assessment 









Marks (3 columns) 



Marks (4 column - no wrapping) does not allow more than one line of text in the Assessment area. 



Course 


i 


2 


3 


4 


Assessment 











Marks (4 column - no wrapping) 



Marks (4 column - no wrapping, with shading) does not allow more than one line of text in the 
Assessment area and applies shading to the grading periods that are not used on the report card. 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 column - no wrapping, with shading) 
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Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns) 



Course 


1 


2 


3 


4 


5 


6 


Assessment 















Marks (6 columns) 



Course 


i 


2 


3 


4 


5 


6 


7 


Assessment 

















Marks (7 columns) 



Course 


Conf 


1 st Sem 


2 nd Sem 


Assessment 









Marks (Kindergarten) 



Marks Explanation template pieces display an explanation of marks used on the report card. The 
following marks explanation template pieces are available. 



Marking Key 

1 = Consistently Demonstrates 

2 = Progressing Satisfactorily 

3 = Needs More Help/Experience 
NA = Not Assessed At This Time 



Custom BA Kindergarten Key 
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KINDERGARTEN 


KEY 


P = Performance as expected 


Student usually demonstrates this 
behavior/skill 


C = Cxcseds expectations 


Student consistently demonstrates this 
behavior/skill in a self-directed manner 
and accepts additional challenges 


N = Needs Improvement 


Student does not demonstrate 
acceptable behavior/skill. The sludent 
will continue lo receive assistance in the 
classroom 1: is important that the 
student be ercouraged and helped at 
home 


M = More time to develop 


Student needs additional time to grow 
and develop 



Key - Kindergarten 



Messages template pieces displays custom message text entered on the Messages tab. Message X (1 
through 12) options are available and all display in the same layout format: 1/2 page width with and 
without borders. Text entered in the Additional Mark Explanation Message field displays with the Index 
template piece. 



Your custom message 



Message 1 



Your custom message 



Message 1 (with border) 



Page Break template piece inserts a page break between multiple pages of a report card indicating the 
end of one student’s report card. This template piece MUST be the last sequence number in the list of 
template pieces. 

Parent Comments (1/2 Page) template piece displays an area for parents to submit hand-written 
comments. 
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Parent's Comments 

1 st 



2nd: 



'W 



Parent Comments (1/2 Page) 



Parent Signature Line template piece displays the text “Parent Signature” with a blank line for the 
signature. 



Parent's Signature 

Parent Signature Line 

Placement Status template piece displays promotion or placement to a succeeding grade or retention in 
the current grade. The following placement status template pieces are available. 



End of Year Placement 

Promoted to grade 
Assigned to grade 
Retained in grade 

End of Year Placement 



End of Year Placement 

Promoted 

Placed 

Retained 



End of Year Placement (Promoted, Placed, Retained) 
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End of Year Placement 


Assigned to grade 




Retained in grade 





End of Year Placement (Assigned, Retained) 



Your child is assigned to grade 


forthe next school year 


Teacher's Initials 


Principal's Initials 



End of Year Placement - Kindergarten 



Principal Signature template piece displays the principal’s name or possibly a blank line for the 
principal’s signature. The following principal signature template pieces are available. 



Mrs Mary Smith 

Principal 

Principal Signature (with name) 



Principal's Signature 



Principal Signature Line 



School Header template piece displays the report card title, the school district name and the name of the 
school on separate lines centered in the column or on the page. The school district name that displays in 
this template piece was entered on the District Setup screen. The name of the school was entered on the 
Schools Setup screen. The title was entered in the Report Card Title field on the Messages tab. If you do 
not enter any text in the Report Card Title field on the Messages tab, a title does not display when using 
the School Header template piece. 



REPORT CARD 
PB Training School District 
Lake View Primary School 

School Header (Title, District & School) 



Student Header template piece displays the possible combination of student’s name, grade, teacher’s 
name, school year and principal’s name. The following student header template pieces are available. 
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Student 

Teacher 



Grade 01 



Year 07/08 



Student Header (no principal) 



Student 

Teacher Year 07/08 



Student Header - Kindergarten 



Student Grade 01 

Teacher Year 07/08 

Principal 



Student Header with Principal 



Teacher Comments template pieces display a teacher’s comments for each grading period. These 
comments are not associated with individual subjects. The following teacher comments template pieces 
are available. 




Teacher Comments (1/2 Page) 



47 







8 







CONFERENCE: 



FIRST SEMESTER: 



SECOND SEMESTER: 










Standard Elementary Report Card (Legal tri-fold) 



Attendance template pieces displays attendance totals for grading periods. The following attendance 
template pieces are available. 



Attendance 


i 


2 


3 


Absent 








Tardy 









Attendance (3 Column 1/3 Width) 



Attendance 


i 


2 


3 


4 


Days Fresent 










Days Absent 










Times Tardy 











Attendance (4 column with Days Present) 



Attendance 


1 


2 


3 


4 


Absent 










Tardy 











Attendance (4 column) 



Daily Attendance Totals 

1 2 3 4 Total 


Present 












Possible 












Excused 


Absences 












Miea 












Unexcused 


Absences 












Xnriisa 













Attendance (5 Col, Pres, Poss, ExAT, UnExAT) 



Attendance 


1 


2 


3 


4 


Total 


Days Present 












Days Absent 












Times Tardy 













Attendance (5 column with Days Present) 



50 



Attendance 


1 


2 


3 


4 Total 


Absent 










Tardy 











Attendance (5 column) 



AttendanceAtConference_Fall_Spring template piece displays an indication of the teacher’s desire for 
the parent to attend the Fall or Spring conference. 

Attendance at Conference 

FA_L SPRING 

Yes No Yes No _ 

AttendanceAtConference_Fall_Spring 



Blank Line template piece inserts a blank line of space. Using this template piece is the same as 
specifying 1 in the Rows After column on the Template tab. 

Column Break template piece inserts a break between columns. 

Class Comments template pieces display comments about an individual class in the current and multiple 
grading periods. Use this template piece paired with a marks template piece and then map both pieces to 
the same course to display the comments with the course marks. The following class comments template 
pieces are available. 



Comments: 



Course Comment (Current Period, 2 lines) 



Comments: 



Course Comment (Current Period, 4 lines) 
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Comrrents: 



Course Comment (Current Period, 7 lines) 



Comments: | 



Course Comment (Current Period, 14 lines) 




Course Comment (Q1-Q4) 



Comments: 



2nd 
4th • 



Course Comment (Q2 & Q4, 2 lines) 




Course Comment (Q2 & Q4, 3 lines) 



Continuums template pieces displays grade levels as a benchmark on a grading continuum. The 
following continuums template pieces are available. 

Reading and Writing Developmental Continuums 

End of Grade Level Benchmark is indicated below letter 

Reading Level: 

ABCDEFGHIJKLMNOP 

Ik 123 



Q R S T U V W X Y Z 
4 



Custom Reading and Writing Continuums 



Writing Continuum: 

End of grade level benchmark is indicated below letter 
123456789 10 11 



K 



1 



2 3 



Custom Writing Continuum 



File Header template piece inserts invisible page-size formatting codes. This template piece MUST be the 
first template piece in the template. 

Index template piece displays an explanation of marks used on the report card based on the marks 
selected on the Assessments tab and descriptions in the Mark Types setup. The amount of text that 
displays in each column cannot be adjusted. Use this template piece paired with text entered in the 
Additional Mark Explanation Message field on the Messages tab. 
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Explanation of Marks 


Alpha Marks-MS 


Pass ''Pail 


A = Excellent 


P = Pass 


A+ = 


T = Tail 


A- = 




B = Good 




B+ = 




B- = 




C = Average 




C+ = 




C- = 




D = Be ow Average 




D+ = 




D- = 




EX = Excused 




F = Faiing 




1 = Incomplete 




N^A = 




P = Passed 




WF = Withdrew Failing 




WP = Withdrew Passing 





Index 



Intervention Participation template pieces display participation in tutoring or intervention services for 
proficiency tests or Title I programs. The following intervention participation template pieces are 
available. 



) Indicates participation in: 



Proficiency Test Intervention 












Waiting 






Mathematics 






Reading 






Citizenship 


















Title 1 Math 






Quest 






Dare 









Proficiency Test Intervention 



(T) Check indicates participation in: 









Reading Recovery 




Title 1 Reading 




Quest 
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Participation_RRecovery_TitlelR_Quest 



Kindergarten Letters template pieces display marks for recognizing lower and upper case letters and the 
letter sound. The following kindergarten letters template pieces are available. 



Your child knows the following 


checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


Uppercase 




























Lowercase 




























Sound 






























N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 


Uppercase 




























Lowercase 




























Sound 





























Custom K Letter Box (Upper, Lower, Sound) 



Letter Identification: if - mastered) 


a 


b 


c 


d 


e 


f 


g 


h 


i 


j 


k 


1 


rr 


n 


0 


p 


q 


r 


c 


t 


u 


V 


w 


X 


y 


z 




A 


B 


c 


D 


E 


F 


G 


H 


i j 


J 


K 


L 


V! 


N 


0 


P 


Q 


r ; 


S 


T 


u 


V 


W 


X 


Y 


z 





Custom Kindergarten Letter Box 



Kindergarten Words template piece displays marks for recognizing frequently used words. 



List of High Frequency Words: {f_ = mastered) 



a 


at 


an 


and 


am 


can 


do 


go 


he 


in 


i 


is 


it 


like 


me 


my 


no 


see 


she 


SO 


the 


to 


up 


us 



Custom Kindergarten Word List 



Letter Recognition template pieces displays marks for recognizing upper and lower case letters by 
grading period. The following letter recognition template pieces are available. 
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1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


a 










j 










s 










b 










k 










t 










c 










1 










u 










d 

e 










m 

n 










V 

w 










f | 










0 










X 










9 










P 










y 










h 










q 










z 










i 










r 












m 


m 


m 


m 



Letter_LowerCase_4RepPer 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










2 










1 










R 












m 


M 


M 


m 



Letter_UpperCase_4RepPer 



Letter_UpperCase2_4RepPer is used specifically for sounds. 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










z 










1 










R 












M 


m 


M 





Letter_UpperCase2_4RepPer 



Note: When using letter or word template pieces, you must set up the letters 
and/or words asassessments in the course on the Assessments tab. Make sure to use 
the Checkmark for Report Cards mark type. 



Marks template pieces display grades and/or marks for assessments by subject. The following marks 
template pieces are available. 



Course 


1 st 

Semester 


2nd 

Semester 


Assessment 







Marks (2 col, 1/3 width) 
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Course 


1 


2 


3 


Assessment 









Marks (3 column, 1/3 width) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 column, 1/3 width) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 column, 1/3 width) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 column, 1/3 width, fixed height) 



Course 


1 


2 


3 


4 


5 


6 


Assessment 















Marks (6 column, 1/3 width) 



Course 


1 


2 


3 


4 


5 


6 


7 


Assessment 

















Marks (7 columns) 



Messages template pieces display custom message text entered on the Messages tab. Message X (1 
through 9) options are available and all display the text entered in the Messages fields in full-page width 
with and without borders. Message X (10 through 12) display the text entered in the Messages fields in 
full-page width without borders. Text entered in the Additional Mark Explanation Message field displays 
with the Index template piece. Each message field allows up to 6,000 characters of text. 



Your custom message 

Message 1 (no border) 



\ v nur c stem ~ ess sqe 

Message 1 (with a border) 
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Page Break template piece inserts a page break between multiple pages of a report card indicating the 
end of one student’s report card. This template piece MUST be the last sequence number in the list of 
template pieces. 

Parent Signature Line template piece displays the text “Parent Signature” and a blank line for the 
signature. 



Parent’s Signature 

Parent Signature Line 

Parent Comments template piece displays an area for parents to submit hand-written comments. 




Parent’s Comments 



Placement Status template pieces displays promotion or placement to a succeeding grade or retention in 
the current grade. The following placement status template pieces are available. 



End of Year Placement 

Promoted to grade 
Assigned to grade 
Retained in grade 

End of Year Placement 



58 



End of Year Placement 


Assigned to grade 




Retained in grade 





End of Year Placement (Assigned, Retained) 



End of Year Placement 

Promoted to grade 
Placed in grade 
Retained in grade 

End of Year Placement (Promoted, Placed, Retained) 



Your ciild is assigned to grade 


for the next school year 


Teacher's Initials 


Principal's Initials 



End of Year Placement - Kindergarten 



Your child has been 


Promoted Assigned 


Retained 


to Grade 


forthe next school year. 





End of Year Placement - version 2 



Promoted Placed Retained 

Promoted_Placed_Retained 

Principal Signature template pieces display the principal’s name or possibly a blank line for the 
principal’s signature. The following principal signature template pieces are available. 



Principal's Signature 

Principal Signature Line 

Mrs. Mary 

Principal 

Principal Signature with Name 
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Reading Progress template piece displays marks for reading progress. 



READING PROGRESS (^)indicatesyour child is working: 

Above Grade Level At Grade Level Below Grade Level 

ReadingProgress_Above_At_Below 



School Header template piece displays the report card title, the school district name and the name of the 
school on separate lines centered in the column or on the page. The school district name that displays in 
this template piece was entered on the District Setup screen. The name of the school was entered on the 
Schools Setup screen. The title was entered in the Report Card Title field on the Messages tab. If you do 
not enter any text in the Report Card Title field on the Messages tab, a title does not display when using 
the School Header template piece. 



REPORT CARD 
PB Training School District 
Lake View Primary School 

School Header (Title, District & School) 



Student Header template pieces display the possible combination of the student’s name, grade, teacher’s 
name, school year and principal’s name. The following student header template pieces are available. 



Student Sally Student Grade 01 

Teacher Mr John Jones Year 07/08 

Student Header 

Student Sally Student Grade 01 

Teacher Mr John Jones Year 07/08 

Principal Mrs. Mary Principal 

Student Header with Principal 



Teacher Comments template pieces display teacher’s comments. These comments are not associated 
with individual subjects. The following teacher comments template pieces are available. 
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Teacher Comments 
1 st: 



^nd: 



~w 



Teacher Comments Trimester (Full Page) 



Standard Elementary Report Card (11x17 landscape, 2 
columns) 

Attendance template pieces displays attendance totals for grading periods. The following attendance 
template pieces are available. 



Attendance 


1 


2 


3 


4 


In Attendance 










Days Absent 










Times Tardy 











Attendance (V2 width, Present, Tardy, Absent) 
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Attendance 


1 


2 


3 


Absent 








Tardy 









Attendance (3 Columns, V 2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Absent 










Tardy 











Attendance (4 Columns -Half Width) 



Daily Attendance Totals 

1 2 3 4 Total 


Present 












Possible 












Excused 


Absences 












Tardies 












Unexcused 


Absences 












Tardies 













Attendance (5 Columns, V 2 W, Pres, Poss, ExAT, UnExAT) 



Attendance 


1 


2 


3 


4 




Absent 












Tardy 













Attendance (5 Column V 2 width, Abs, Tar) 



Attendance 


1 


2 


3 


4 


Tot 


Present 












Absent 












Tardy 













Attendance (5 Column, V 2 width, Pres, Abs, Tar) 



Blank Line template piece inserts a blank line of space. Using this template piece is the same as 
specifying 1 in the Rows After column on the Template tab. 

Class Comments template pieces display comments about an individual class in the current and multiple 
grading periods. Use this template piece paired with a marks template piece and then map both pieces to 
the same course to display the comments with the course marks. The following class comments template 
pieces are available. 
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Comments: 



Class Comments (Current Per, 1/2 Width, 2 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 4 Rows) 



Comments: 



Class Comments (Current Per, 1/2 Width, 6 Rows) 




Class Comments (Current Per, 1/2 Width, 12 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 2 Rows) 



Comments 



Class Comments (Current Per, Full Width, 4 Rows) 



Comments: 



Class Comments (Current Per, Full Width, 8 Rows) 




Class Comments (Q1-Q4, 1/2 Width, 2 rows) 




Class Comments (Q1-Q4, 1/2 Width, 4 rows) 




Class Comments (Q1-Q4, Full Width, 2 rows) 
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Class Comments (T1-T3, Full Width, 2 rows) 




Class Comments (T1-T3, Full Width, 4 rows) 



Column Break template piece inserts a break between columns. 
Current Date template piece displays the current date. 

6/24/2011 
Current Date 



File Header template piece inserts invisible page-size formatting codes. This template piece MUST be the 
first template piece in the template. 

Geometric Shapes template piece displays marks for recognizing geometric shapes. 



Geometry and Spatial Sense 


X=Needs 

Improvement 


Identif.es: Circle 


o 




Square 


□ 




Triangle 


A 




Rectangle 


□ 




Rhombus 


O 




Hexagon 


o 




Trapezoid 


u 





Geometric Shapes 
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Index template piece displays an explanation of marks used on the report card based on the marks 
selected on the Assessments tab and descriptions in the Mark Types setup. The amount of text that 
displays in each column cannot be adjusted. Use this template piece paired with text entered in the 
Additional Mark Explanation Message field on the Messages tab. 



Explanation of Marks 


Academic 




A+ = A+ 


Additional Mark 


A= A 


Explanations 


A- = A- 




B+ = B+ 




B = B 




B- = B- 




C+ = C+ 




C=C 




C- = C- 




D+ = D+ 




D = D 




D- = D- 




F = F 




1 = Incomplete 




N = Needs improvement 




P= Passing 




S = Satisfactory 




S+= Outstanding 




s- = works slightly below 




expectations 




U = Unsatisfactory 





Index 



Kindergarten Letters template piece displays marks for recognizing lower and upper case letters and 
letter sounds. The following kindergarten letters template pieces are available. 





A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


z 


Introduced 






















































Identifies 

Uppercase 






















































Identifies 

Lowercase 






















































Identifies 

Isolated 

Sound 























































Custom Kindergarten Letter Box - Full Width 



Your child knows the following checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


z 


Uppercase 






















































Lowercase 






















































Sound 























































Custom K Letter Box (Upper, Lower, Sound) 



68 



Letter Recognition template pieces display marks for recognizing upper and lower case letters by 
grading period. The following letter recognition template pieces are available. 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


a 










j 










s 










b 










k 










t 










c 










1 










u 










d 










m 










V 










e 










n 










w 










f 










0 j 










X 










g 










P 










V 










h 










q 










z 










i 










r 












m 


m 




m 



Letter_LowerCase_4RepPer 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T 










C 










L 










U 










D 










M 










V 










E 










N 










w 










F 










0 










X 










G 










P 










Y 










H 










Q 










2 










1 










R 












w, 


Wa 


Wa 


Wa 



Letter_UpperCase_4RepPer 



Letter_UpperCase2_4RepPer is used specifically for sounds. 





1 


2 


3 


4 




1 


2 


3 


4 




1 


2 


3 


4 


A 










J 










S 










B 










K 










T l 










C 










L 










U 










D 










M 










V 










E 










N 










W 










F 










0 










X 










G 










P 










Y ' 










H 










Q 










Z 










1 










R 












m 


Wa 


m 


m 



Letter_UpperCase2_4RepPer 



Note: When using letter or word template pieces, you must set up the letters 
and/or words asassessments in the course on the Assessments tab. Make sure to use 
the Checkmark for Report Cards mark type. 



Marks template pieces display grades and/or marks for assessments by subject. The following marks 
template pieces are available. 



Course 


1 st 

Semester 


2nd 

Semester 


Assessment 
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Marks (2 columns) 



Course 


1 


2 


3 


Assessments 









Marks (3 columns) 



Course 


1 


2 


3 


Assessment 









Marks (3 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Assessment 











Marks (4 columns) 



Course 


i 


2 


3 


4 


Assessment 











Marks (4 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns) 



Course 


1 


2 


3 


4 


Final 


Assessment 













Marks (5 columns, 1/2 Width) 



Course 


1 


2 


3 


4 


5 


6 


Assessment 















Marks (6 columns) 



Course 


1 


2 


3 


4 


5 


6 


7 


Assessmert 

















Marks (7 columns) 



Messages template pieces display custom message text entered on the Messages tab. Message X (1 
through 12) options are available and all display the text entered in the Messages fields in two size 
formats: half-page and full-page widths. Each option is available with and without borders. Text entered 
in the Additional Mark Explanation Message field displays with the Index template piece. Each 
message field allows up to 6,000 characters of text. 



r j.i cus.j mess; 



say* 
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Message 1 (1/2 width & border) 



Your custom message 

Message 1 (Half Width) 



I '-'.II .JJ.'.I II tccf-l? 

Message 1 (Page Width & Border) 



Your custom message 



Message 1 (Page Width) 



One Column Section template piece inserts a one-column section on a page that uses a two-column 
format. 

Page Break template piece inserts a page break between multiple pages of a report card indicating the 
end of one student’s report card. This template piece MUST be the last sequence number in the list of 
template pieces. 

Parent Signature template pieces display the possible combination of the student’s name, a blank line for 
the parent’s signature and the text “Conference Requested? Yes No.” The following parent signature 
template pieces are available. 



Parent's Signature 

Parent Signature Line 



Please sign and "return this section 
Student Kaley Snethkamp 



Parent 

Signature 



Conference 
Requested? Yes No 



Parent Signature Section (Full Width) 



Placement Status template pieces display promotion or placement to a succeeding grade or retention in 
the current grade. The following placement status template pieces are available. 



End of Year Placement 

Promoted 

Assigned 

Retained 
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End of Year Placement 



End of Year Placement - Full Width 

Promoted: Retained: Placed: Grade: 

End of Year Placement (Full Width) 



End of Year Placement 



Promoted to grade 
Placed in grade 
Retained in grade 



End of Year Placement (Promoted, Placed, Retained) 



End of Year Placement 

Promoted to grade 
Placed in grade 
Retained in grade 

Explanation 



End of Yr Place (Pro, Pla, Ret, Exp) -1/2 width 



Principal Signature template piece displays the principal’s name and a blank line for a signature. 



Principal’s Signature 

Principal Signature Line 



School Header template piece displays the school district name, the name of the school and report card 
title on separate lines centered in the column or on the page. The school district name that displays in this 
template piece was entered on the District Setup screen. The name of the school was entered on the 
Schools Setup screen. The title was entered in the Report Card Title field on the Messages tab. If you do 
not enter any text in the Report Card Title field on the Messages tab, a title does not display when using 
the School Header template piece. 



PB Training School District 
Lake View Primary School 
My School Report Card 
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School Header (District, School & Title) 



Student Header template piece displays the combination of the student’s name, grade, teacher’s name, 
school year, principal’s name and student’s identification number. The following student header template 
pieces are available. 

Student Grade _03 

Teacher Ms. Jane Smith Year 07/08 

Principal Mr Robert Principal 



Student Header with Principal 



Student Sally Test Grade 01 

Teacher Mr. John Jones Year 07/08 

Principal Mrs. Mary Principal Student ID 1259504174 

Student Header (Teacher, Principal, ID) 



Teacher & Principal Signatures template piece displays the teacher, date and principal. 

Teacher Date 4/11/2008 Principal 

Teacher & Principal Signatures 



Teacher Comments template pieces display teacher’s comments. These comments are not associated 
with individual subjects. The following teacher comments template pieces are available. 
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Teacher Comments (1/2 Page) 




Teacher Comments (1/2 Page, Semester 1 & 2) 



The size of this template piece expands based on the amount of text entered. 
Teacher Commenls: 



Teacher Comments (Curr Per, Full Width, no border) 













Teacher's Comments 

T T 





Teacher Comments (Trimester, Full Width) 



Two Column Section template piece inserts a two-column section on a page that uses a one-column 
format. 
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Appendix B: Sample Traditional Report Card 

The purpose of this appendix is to provide detailed instructions for creating a sample traditional or 
secondary report card that is representative of the type of report card you can create for your school 
district. In this report card sample, the school district is integrated with a student information system and 
is not printing this report card from ProgressBook GradeBook. 

Although secondary report cards are printed from your student information system, it is still necessary to 
set up the report card in ProgressBook GradeBook. Following this procedure creates an entry screen that 
allow teachers to enter grades from their grade book and ensures that the information transfers into the 
proper fields in the student information system. 



ProgressBook. 

GradeBook 



Algebra 2: 01 

Show All Students * 
Adamczyk, Jennifer 
Nader, Adelaide 
Madig, Cheridan 
Pruc, Shannon 
Randjekovic, Christina 
Reesey, Kathryn 
Rencic, Carolyn 
Retherford, Jonathon 
Revall, Daniel 
Reyes, Jacqueline 
Robinson, Megan 
Ryland, Nicole 
Scarnecchia, Trevor 
Scheuer, David 
Schlessinger, Kevin 
Schoonover, Lauren 
Scina, Jessica 



Algebra 2 



YTD Average: 85.65 (B) 
HR Absent: 1 Tardy: 0 
Per Absent: 2 Tardy: 2 



ID: 999729061 
Avg: 64.31 Mark: D 
Points: 164/255 
YTD Average: 80.23 (B) 
HR Absent: 2 Tardy: 0 
Per Absent: 1 Tardy: 2 



Grade Book | Special Services | Help | Logout 

anjj Entry 

High School Report Card 



Check the columns to calculate, then press the = button. 






















Class 


Assessment 


Q1 


Q2 


EX1 


SI 


FIN1 


Q3 


Q4 


EX2 


S2 


YF 


Adamczvk Jennifer 


Grade 


86.08 




















ID: 999785455 
Avg: 86.08 Mark: B 


Comment 


- 
























Traditional Report Card Entry Screen Example 



Create Report Cards - General Tab 

1. On the Administrator Home Page, click the Report Card Builder link under Grading Setup. 

2. On the Report Cards screen click the Add a Report Card link near the bottom of the screen. The 
General link is highlighted in the Web site banner. 

3. On the General tab, enter High School Report Card. 

4. Select Report Card as the type of report. 

5. Select the Secondary format. 

Note: You do not need to selects template if you are not printing report cards from 
ProgressBook GradeBook. 

6. Select Advanced Calculations in the Which Average Calculation Method would you like to use? 
list. 

7. Select 2 in the Select the rounding precision to use when averaging numeric grades list. 
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8. Select 2 in the Select the rounding precision to use when averaging from letter grades list. 

9. Verify that Testing is selected as the report card mode. This is the default option. 

10. Select Live in the data integration method list if your district is integrated with a student" 
information system. 

1 1 . Select the student information system your district is integrated with in the data integration 
source list. 




Progrrss8ook 

I GradeBook 



Home | Grade door | Speoal C-er\«ees | Principal | Cmoinct | Ctencai | Cumoutum | r«s | -aencance | PA Admn | Http | Logout 



1) 


Enter a name tor the report card H *gh SGkkjI Report Card 


2) 


Choose the type of re pan that wti be produced j Report Card totenm Report 


3) 


Select a format ter the report Elementary (|o)6econ<iary 


4) 


Select the template for printing Choose a Tempi*# * J 


S) 


Which Average Calculation Method would you War to use? c A* . ed C .ik>. jtionv 


«) 


Select the rounding precision to use when »er*»ng horn letter grades Ij - | 


7) 


Select the report card mode Actmr Inactive -» Testing 


8) 


Choose the data integration method 


lire 

Moor ▼ aorueimevneecw,* 


9) 


Allow school administrators to update this teport card setup? Yes - No 


10) 


Peat on Parent Access 7 u Yes No 


11) 


Pud grades for prewou* marking penods horn Report Card Interim Report 



Cliun I Cwriti I SiMdtnsi I Sue I Eiafldi 1 Ptflftd >/t* I Mg* Tmi t Crufena Stjriai I Rg C rtf BuMir 



Secondary Option on General Tab 



12. Select No to prevent ProgressBook GradeBook users with school administrator access from 
making changes to this report card. Yes is the default option and allows ProgressBook 
GradeBook users with administrator access to edit the report card. 

13. Select Yes to display the report card on the Parent Access Web Site. The default option is No. 
Select No if your school district does not use the Parent Access Web Site or does not want to 
display the report card on Parent Access. 

14. Click Save. The Grade Levels tab displays automatically. 



Assign Grade Levels to Schools - Grade Levels Tab 

1. On the Grade Levels tab, select the check boxes in the Grade Levels 09, 10, 11, 12 columns for 
the school that will use this report card. 

2. Click Save. 
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Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | Logout 

High School Report Card 



Check the grade levels at each school that will use this report card. 





Grade Levels 


0-2 

Years 

Pre- 

School 


01 


02 


03 


04 


05 


06 


07 


08 


09 


10 


11 


12 


Adult Ed - 
Graduate 


Adult Ed - 
Not 

Graduate 


Adult 

Special 

Ed 


KG 


PS 


Senior 


UG 


LVHS 


□ 


















a 


m 


m 


m 
















LVIM 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


0 


LVJR 


0 


0 


0 


0 


0 


0 


0 


0 


0 


o 


0 


0 


0 


0 


□ 


0 


0 


0 


□ 


0 


LVPR 


0 


















0 
























0-2 

Years 

Pre- 

School 


01 


02 


03 


04 


05 


06 


07 


08 


09 


10 


ii 


12 


Adult Ed - 
Graduate 


Adult Ed - 
Not 

Graduate 


Adult 

Special 

Ed 


KG 


PS 


Senior 


UG 



Grade Leve s Tab on Report Card Screen 

3. Click Periods in the Web site banner. 



Assign Order to Reporting Periods - Periods Tab 

1. On the Periods tab, enter 1 in the Seq# column for the 1st Quarter (Ql). 

2. Enter 2 in the Seq# column for the 2nd Quarter (Q2). 

3. Enter 3 in the Seq# column for the Exam Sem 1 (EX1). 

4. Enter 4 in the Seq# column for the Sem 1 Avg (SI). 

5. Enter 5 in the Seq# column for the Final 1st (FIN1). 

6. Enter 6 in the Seq# column for the 3rd Quarter (Q3). 

7. Enter 7 in the Seq# column for the 4th Quarter (Q4). 

8. Enter 8 in the Seq# column for the Exam Sem 2 (EX2). 

9. Enter 9 in the Seq# column for the Sem 2 Avg (S2). 

10. Enter 10 in the Seq# column for the Year Final (YF). 

1 1 . Click Save. 
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hbme | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | Logout 



High School Report Card (compile Needed) 




Enter sequence numbers for the reporting periods that will be used in this report card. 



Reportinq Period 


Seq# 


1ST QUARTER (Q1) 


1 


2ND QUARTER (Q2) 


2 


3RD QUARTER (Q3) 


6 


4TH QUARTER (Q4) 


7 


All Year Long (AY) 




CONFERENCE (Conf) 




EXAM Is: (EX1) 




EXAM 3rd (EX3) 




EXAM Sem 1 (EX1) 


3 


EXAM Sem 2 (EX2) 


8 


FINAL Is: (FIN1) 


5 


FINAL 3rd (FIN3) 




Sem 1 Avg (SI) 


4 


Sem 2 Avg (S2) 


9 


YEAR FINAL (YF) 


10 



Seq# Column on Periods Tab 

12. Click Assessments in the Web site banner. 



Add Assessments - Assessments Tab 

In this report card sample, since the school district is integrated with DASL, we must add the semester 
exams and semester averages as assessments so the marks are transferred properly to DASL. 

1 . Enter Grade in the first blank row in the Assessment column. 

2. Enter 10 in the Seq# column. Use sequence numbers in increments of 10 so that you can add 
assessments later if needed between existing sequence numbers. 

3. Select Academic-HS in the Mark Type list. 

K « t 

Note: The Mark Type options vary depending on the student information system 
with which your school district is integrated. Make sure to select the mark type that is 
unique to the school building you are creating the report card for. 

4. Select the District Default in the Default Grading Scale list. 

5. Select Y in the Value Req? list to identify teachers who have not submitted grades for any of their 
students for this particular assessment on the Report Card Verification Report. 

6. Select Grading Period in the External Reference list. 

Note: The External Reference options vary depending on the student information 
system with which your school district is integrated. 
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7. Continue to enter the following assessments in the appropriate columns, respectively. 



Assessment 


Seq# 


Mark Type 


Comment 


20 


Comment 


Semester Exam 


30 


Academic-FIS 


Semester 1 Average 


40 


Academic-FIS 


Semester 1 Final 


50 


Academic-FIS 


Semester 2 Average 


60 


Academic-HS 


Year Final 


70 


Academic-FIS 



Default Grading 
Scale 


Value 

Req? 


External Reference 


N/A 


N 


Comment 1 


N/A 


N 


Exam 


District Default 


Y 


Average 


District Default 


N 


Average 


District Default 


Y 


Average 


District Default 


Y 


Final 



8. Click Save 






ProgrBssBock 

GradeBook 



I l&mE | Grade Book | Spe cial ServlcES. | PnndpBl | Guidance | Clerical! Cunleuluml food lAtlendancE | PA Admin |1fElp| Logout 

High School Report Card tcorr^ii* Needed j 





Assessment 


Seq# 


Mark Type 


Del Quit Grading Scale 


Value 

IllTII? 


External 

Biifiveaux! 


Del? 


' 




"■a-ftrtrt 


ID 


Acadniiie HS 


- 


Lata View Huh Scliuul C*r Taut * 


Y 


- 


TGrd 


- 






p 


Tnrnnenl- 


70 


Cwn^orfl 


- 


WA 


H 


- 


Cy-I 


- 






e 


Iviriwslrr FHiim 


30 


Auadnnie HS 


- 


U 1 /', 


» 


- 


Eflaml 


- 








Snnrsliii 1 A'irrnyr 


m 


AmUbhic na 


- 


Lata Vitw mph aeliuyi UtTaul - 


Y 


- 


Sa-I 


- 






<? 


Rnirnlni 1 FeuI 


so 


.acbUditic H3 


- 


Lata View High UvliuiM Urlaul. " 


HI 


- 


Sami 


- 






$ 


SminRlni 3 A.iprnyn 


no 


A cad a ms- MU 


- 


Lata View High Ochoal Uf-raut - 


Y 


- 


laWfiZ 


- 






$ 


Vu FVukJ 


70 


Academe Mo 


- 


Lata View lliph Uchc-Di Dt-tout ^ 


Y 


- 


Inal 


- 


□ 





Assessments Tab on Report Card Screen 

9. Click Requirements in the Web site banner. 



Associate Assessments with Reporting Periods - 
Requirements Tab 

You must designate the reporting periods in which each assessment will be used. 

1. On the Requirements tab, select the Ql, Q2, Q3, Q4 reporting periods for the Grade 
assessment. 

2. Continue to associate the following assessments with the appropriate reporting periods , 
respectively . 



Assessment 

Comment 
Semester Exam 



Reporting Period(s) 

Q1 , Q2, Q3, Q4 
SI E, S2E 
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Semester 1 Average 


SI A 


Semester 1 Final 


SI F 


Semester 2 Average 


S2A 


Year Final 


FN 



3. Click Save. 

A check box that is not selected denotes that an assessment is not required for the reporting period and the 
assessment appears shaded on the Report Card Entry screen. 




Note: Associate assessments with reporting periods on the Requirements tab. If there are 
numerous assessments, it may be more efficient to click Select All to select all the assessments 
in all the reporting periods, and then deselect the specific assessments in the reporting periods 
that are not required. 

4. Click Protected Marks in the Web site banner. 



Determine Protected Marks - Protected Marks Tab 

For this report card sample, we will designate the marks that will not be overridden when ProgressBook 
GradeBook exports report card grades to DASL. 

1. On the Protected Marks tab, select Override All Marks Except for the Following. 

2. Type W in the Mark column in the first blank row. 

3. Type WD in the next blank row. 

4. Click Save. 
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High School Report Card (compile Needed) 




Select a mark override behavior when integrating Progress Book data with your back office data. 



O Do Not Override Any Marks 
O Override All Marks 

©Override all Marks Except for the Following: 





Mark 


Del? 


► 


W 


□ 


► 


WD 


□ 


* 






* 






* 






* 






* 






. 







CUD 



Protected Marks Tab on the Report Card Screen 



Note: If your school district is not integrated with DASL, you must still select one 
of the three Protected Marks options or the report card will not work. 



5. Click Advanced Calc in the Web site banner. 



Assign Grade Entry Methods to Assessments and Reporting 
Periods - Advanced Calcs Tab 

Since we selected Use Advanced Calculations as the Average Calculation Method on the General tab, we 
must now assign report card grade entry methods to all the assessments in all the reporting periods used 
on the report card. 

1. On the Advanced Calc tab, select Pull from Gradebook in the Ql, Q2, Q3, Q4 reporting 
periods lists for the Grade assessment. 

2. Continue to assign the following grade entry methods to the following assessments in the/ 
appropriate reporting periods, respectively. 



Grade Entry Method 


Assessment 


Reporting Period 


Manual Entry 


Comment 


Q1 , Q2, Q3, Q4 


Manual Entry 


Semester Exam 


SI E, S2E 


System Calculation 


Semester 1 Average 


SI A 


System Calculation 


Semester 1 Final 


SI F 


System Calculation 


Semester 2 Average 


S2A 


System Calculation 


Year Final 


FN 
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3. Click Save. 

4. Click System Calcs in the Web site banner. 



Set Up Average Calculation Methods for System 
Calculations - System Calcs Tab 

Since we have assigned report card grade entry methods to all assessments in the reporting periods used 
on the report card, we must now set up how grades will be calculated for the Semester Averages, 
Semester Final and Year Final assessments that were designated as System Calculations. 

1 . On the System Calcs tab, select Semester 1 Average in the Calculation list. 

Note: The options that display in this list were assigned as System Calculation on 
the Advanced Calc screen . 



2. Select Q1 Grade in the Period & Assessment column. 

3. Type 2 in the Weight column. This number represents the significance of the Q1 grade i V\/ 
relationship to the whole average . 

Note: Weights for exams and finals are usually predetermined by your school 
district 



Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | Logout 

High School Report Card (compile Needed) 




Calculation: 



| SI Semester 1 Average^ 



Select the reporting periods and weights used to calculate the average. 





Period & Assessment 


Weiqht 


Del? 


J 


Q1 Grade 


2 


□ 


J 


02 Grade 


2 


□ 


J 


EX1 Semester Exam 


1 


□ 


* 


V 








* 


- 








* 










* 


11 








* 


V 








* 


i 









Select the Calculation Method: 1 Use Averages (From Gradebook) v 
Select the Grading Scale: 1 Use the Grade Book Grading Scale v 



| Save | 



System Calcs Tab on the Report Card Screen 



4. Continue to associate average calculation methods with weights in the following columns, 
respectively, for the Semester 1 Average calculation. 
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Period & Assessment 



Weight 



Q2 Grade 2 

SI E Semester Exam 1 

5. Select Use Averages (from Gradebook) in the Select the Calculation Method list. This means 
that the quarterly percentages from the grade book are used when calculating semester finals and 
yearend final averages. 

f 

Note: You can select different calculation methods for each option being 
calculated . 

6. Select Use the Grade Book Grading Scale in the Select the Grading Scale list. This means that 
the grading scale selected by the teacher on the Grading Scale Setup screen will be used when 
calculating semester finals and year-end final averages. 

7. Click Save. 

8. Select Semester 2 Average in the Calculation list. 

9. Continue to associate average calculation methods with weights in the following columns, 
respectively, for the Semester 2 Average calculation. 



Period & Assessment Weight 

Q3 Grade 2 

Q4 Grade 2 

S2E Semester Exam 1 



10. Select Use Averages (from Gradebook) in the Select the Calculation Method list. 

11. Select Use the Grade Book Grading Scale in the Select the Grading Scale list. 

12. Click Save. 

13. Select Semester 1 Final in the Calculation list. 

14. Continue to associate average calculation methods with weights in the following columns, 
respectively, for the Semester 1 Final calculation. 

Period & Assessment Weight 

Q1 Grade 2 
Q2 Grade 2 
SI E Semester Exam 1 

15. Select Use Averages (from Gradebook) in the Select the Calculation Method list. 

16. Select Use the Grade Book Grading Scale in the Select the Grading Scale list. 

17. Click Save. 
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Protected Masks 



Advanced Calc 



Calculation: FIN1 Semester 1 Final 




Select the reporting periods and weights used to calculate the average. 





f Period St Assessment 


Weight A 


Del? 


J 


Q1 Grade 


2 


□ 


J 


G2 Grade 


2 


□ 


1 


EX1 Semester Exam 


1 


□ 


* 


V 






T 





Period & Assessment and Weight Columns on System Calc Tab 



18. Select Year Final in the Calculation list. 

19. Continue to associate average calculation methods with weights in the following columns, 
respectively, for the Year Final calculation. 



Period & Assessment Weight 

Q1 Grade 2 
Q2 Grade 2 
SI E Semester Exam 1 
Q3 Grade 2 

Q4 Grade 2 
S2E Semester Exam 1 



20. Select Use Averages (from Gradebook) in the Select the Calculation Method list. 

21. Select Use the Grade Book Grading Scale in the Select the Grading Scale list. 

22. Click Save. 
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Lake View High School 



( 


Calculation: [ FIN2 Grade 








! 1 Choose a Reoortina Period & Assessment: 1 — 






Selects 


Hie reporting |F| N4 Grade 






ge. 






Period & Assessment 




Del? 








J 


Q1 Grade 


2 


H 








J 


Q2 Grade 


2 


B 








1 


EX2 Grade 




B 








* 


- 












* 


- 












* 


- 














- 












* 


- 












* 


- 












* 


- 























Select the Calculation Method: Use Letter Grades - 



Select the Grading Scale: Use the Grade Book Grading Scale ■< 

I. .«w.J 



Calculation List on the System Calcs Tab 



Set Up Year to Date Calculation Method 

We want to assign a calculation for which we want a cumulative year-to-date grade to display in teachers' 
grade books. 

1. On the Year To Date Calc tab, select YF Year Final in the Calculation list. 

Note: You can only select one calculation at a time to be used in the Year to Date calculation 
method. 

2. Select the check box next to the Enable Year to Date calculation on teacher gradebooks option. 

3. Click Save. 

The following message displays, "It is recommended that gradebooks that use this report card be 
recalculated by clicking here.” 
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Hiql^chool Report Card (compiieNeeded) 



Select a system calculation for display of Year To Date grade. 

J Enable Year to Date calculation on teacher gradebooks. 

|Saw*l 



It is recommended that gradebooks that use this report card be 
recalculated by clicking here. 

“Clicking Here” Link on Year To Date Calc 

Vrv 

Note: You can click the “clicking here” link to recalculate teachers’ grade books immediately. 
If you do not recalculate grade books at this time, the Year To Date calculation is still enabled but 
does not display in teachers' grade books until they recalculate. 
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Compile Report Cards 

The report card or interim must be compiled successfully before teachers can use it to enter grades on the 
Report Card Entry screen. ProgressBook GradeBook runs numerous verifications to make sure the report 
card is set up properly. Once the report card has been compiled, each time it is changed, it must be 
recompiled. The status displays in the Compile Results column on the Report Cards screen where you can 
easily see if the report card contains warnings or errors. 

1 . On the Web site banner, click the Compile link. 

The compiled report card or interim displays in a separate browser window listing any warnings 
or errors that were detected during compilation. A reference number displays next to the 
description of each warning or error. This reference number is used for troubleshooting purposes 
by ProgressBook GradeBook Support personnel. 



1st Grade Report Card-LVPR 



A potential error was found. 

Teachers will be able to enter grades but it is recommended that you look into all warnings. 




Level 


Description 


Ref# 


Action 


V 


Warning 


The first template option must be the File Header Please go to the Template Tab 
in the Report Card Builder to add it. 


1020 


Go 


V 


Warning 


The last template option must be a Page Break. Please go to the Template Tab in 
the Report Card Builder to add it. 


1021 


Go 


V 


Warning 


The template usually contains at least 1 mark section. Please go to the Template 
Tab in the Report Card Builder to verify that the setup is correct. 


1024 


Go 


V 


Warning 


You've mapped multiple cells to #A1#. This is not allowed. Please go to the 
Mapping Tab in the Report Card Builder to correct the problem. 


1050 


Go 


V 


Warning 


Class comments must be tied to a course group. Go to the Template tab to 
correct the problem. 


1058 


Go 


V 


Warning 


Mark type Checkmark for Report Cards does not have any point values. Please go 
to the Mark List Page to correct the problem. 


2001 


Go 


V 


Warning 


Reporting Period YF has an invalid entry date range for school LVHS. Other dates 
may be missing as well. Please go to the Reporting Period Entry Date by School 
Page and correct the dates. 


2007 


Go 



Error and Warning Messages from the Compile Tab 



The following warnings and/or errors may occur: 

• Warning - Potential errors were found during compilation, but teachers can use the report card to 
enter grades on the Report Card Entry screen. It is recommended to investigate the warnings and 
try to correct any issues. 

• Critical error - Errors were found during compilation that prevent the report card from 
displaying and teachers from entering grades on the Report Card Entry screen until they are 
corrected. 

• Severe error - Errors were found during compilation that prevent teachers from entering grades 
on the Report Card Entry screen until they are corrected. 

If there are no warnings or errors, the following message displays. “Congratulations, no errors were 
found! The report card compiled successfully.” Proceed with step 7. 
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2. If there are any warnings or errors, review the description, and then click the Go link. 

The screen where the issue occurred that caused the warning or error displays behind the 
Compiled Report Card/Interim screen. 

3. Troubleshoot the issue(s) as needed. 

4. Return to the Compiled Report Card/Interim screen, and then click Refresh. 

If the warning or error was corrected, it does not display in the list. Proceed with step 5. If the 
warning or error was not corrected, repeat steps 2 through 4 until the issue is corrected. If you 
cannot correct the issue, follow your appropriate ProgressBook GradeBook support channel. 

5. On the Web site banner, click the Compile link again. 

6. If the report card compiled without critical or severe errors, close the Compile Report 
Card/Interim screen. 

7. On the Web site banner, click the General tab. 

8. Select the Active report card mode to make the report card available to teachers to enter grades. 

9. Click Save. 

10. On the Web site banner, click the Compile link for the final time. 

1 1 . Close the Compile Report Card/Interim screen. 

Note: If you have to make changes to a report card in Active mode, you must first 
change the report card mode to Testing. 

Note: You can compile a report card without opening it on the Report Cards screen 

by clicking the Compile All Active Changed Report Cards link or by clicking ^ in 
the Actions column. 

Grade Book | Special Services | Help | Logout 

Report Card Entry 




ProgressBook 

GradeBook 



Report Card Entry Screen 
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Appendix C: Sample Standards-Based 
Report Card 

The purpose of this appendix is to provide detailed instructions for creating a sample 
standards-based report card that is representative of the type of report card you can create for 
your school district. ProgressBook GradeBook provides numerous, custom-designed options for 
printing report cards, a few of which are discussed in a later section. This sample details a few of 
the more complex template options including letter boxes, using RTF code to enhance the display 
of your report card and inserting subject continued subheadings when needed. 

You are not limited to the options used in this example when building report cards in ProgressBook 
GradeBook. Typically, a district designs the report card and standards assessment language for 
each subject in advance. This design phase may include consideration of the template options 
that ProgressBook GradeBook offers. See “Appendix A: Report Card/Interim Templates ” . Once 
the design has been agreed upon, the ProgressBook GradeBook system manager creates the 
report card in ProgressBook GradeBook following a similar procedure as the one included in this 
chapter. 



Upon completion of this chapter, you will have created a report card similar to the one below. 



Art 


1 


2 


3 


4 


Final 


Grade 












Effort 












Uses original ideas 












Appliesskills 












Demonstrates craftsmanship 












MUSIC 


1 


i 


3 


4 


Final 


Grade 












Effort 












Demonstrates rhythmic 
understanding 












b em onstrates m el odic 
recognition 












Actively partiapa.es in creating 
& performing music 












Demonstrates self-control 












Physical Educaton 


1 


2 


3 


4 


Final 


Grade 












Effort 












Demonstrates appropriate skills 
development 












Demonstrates responsible 
p ers o nal & s o cia 1 behav ior i n 
activity settings 












Is preparedfor class 













Work Habits & Skills 


1 


2 


3 


4 


Uses time wisely 










Worksindependently 










Stays on task 










Seeks help as appropriate 










Foil ows written d rections 










Follows oral directions 










Listens attentively 










Go m p 1 etes wo rk carelul ly and n eatly 










Organizes work area and materials 










Returns homework 










Altitude and Citizenship 










Follows rules 










Respects authorry 










Interacts appropriately with peers 










Accepts responsibility 










Demonstrates self-control 












End of Yea' Placement 

Promotedto grade 

Placed in grade 

Retained in grade 



First Grade Progress Report 

PB Training School District 
Lake View Primary School 



Student Sally Test Grade 01 

Teacher Year 07/08 

Principal Mrs. Mary 



Dear Parent/Guardian: 

Successful academicachievement requires the cooperative 
effort ofthe student, the parent/guardian, and the school. 
Together, wecanworkto providea quality educational program. 

This progress report is a record ofyourchilcfs overall 
achievementins chool. Sh ould y ou d es ire a ddi tiona I i nf orm ation 
aboutyour child's progress, you are encouragedto contact 
school personnelto arrange a conference. 

Your assistance in helpingyour child be successful in school 
is truly appreciated. 

Keith E. Richa-ds 

Sup eri ntendent of Schools 



_Ex£lanation_o^_Ma^^^ 
b = Beginning 
d = Developing 
s = Secure 
4= Excellent 
3= Good 

2 = Needs Improvemenl 
1 = Unsatisfactory 



Attendance 


1 


2 


3 


4 


Total 


Days Present 












Days Absent 












Times taroy 













Standards-Based Report Card Example - Page 1 
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Your child knows the following checked letters 



A B C 0 E F 6 



Writing 


1 


2 


3 


4 


Final 


Mark 












Effort 












Writing Processes 












Uses writing process (drafts, 
revises, edits) 












Writing Applications 












Respondsto item tire 












Writes beginning, middleandend 













Social Studies Icont) 












Identities goods9nd services 












Government 












Identtiesorganization and purpose 












Citizenship Rights and 
Responsibilities 












De scribes size n ship 
responsibilities 












Social Studies Skitsand 
Methods 












Uses variety of so urtes to obtain 
info-mation and make decisions 













Writing (cont) 












Writes using main idea and 
supporting details 












Writes friendly letters and 
invitations 












Applies Writing Conventions 












Pnnts iegibly 












Spells grade appropriate words 












Use 5 correct punctuation and 
capitalization 












Writes with correct grammar 












Oral communications 












SpeaKSWith coned grammar 












Stays on topic 













Mathematics 


1 


2 


3 


4 


Final 


Grade 












Effort 












Numeration 












Apples place value concept 












Classifies, compares and orders 
numbers 












Represens fractions 












Identifies and counts money 












Understands addition and 
subtraction 












Measurement 












Measures accurately 












Applies concepts of time 
























Identities and compares geometric 












Recog mzessymme try 
























Reeognzes, creates and extends 
patterns 












RepiesenS story problems 
























Classifies and sorts objects 












Evaluates graphs tsbesandcnens 












Creates graphs, tables and charts 












Problem Solving and 
Mathematical Processes 












Applies strategies to solve 
problems 













Science 


1 


2 


3 


4 


Final 


Grade 












Effort 












Earth and Space Science 












dentifes relationships of Earth s 












Analyzes weather 












Life Science 












Recognizesoonoepts ofliving 












Physical Science 












Compares phys»coi cha*ac1s~3t>c.s 
and changes 












Scientific Ways of Knowing 












Questionsandobservesfor 
scientific Investigation 












Health 












Understands relationship between 
personal behaviorand wellness 













Social Studies 


1 


2 


3 


4 


Final 


Grade 












Effort 












History 












| 

I 

e 

1 

$ 












Compares pastand pie sent day 












Recog nzescontnputons of 
historical figures 












People arvd Sooictics 












Identifies and compares cultural 
groups 
























Identifies and usesmap skills 












Economics 












Identifies wantsand needs 













Standards-Based Report Card Example - Page 2 



Create Report Cards - General Tab 

1. On the Administrator Home Page, click the Report Card Builder link under Grading Setup. 

2. On the Report Cards screen click the Add a Report Card link near the bottom of the screen. 

3. The General link is highlighted in the Web site banner. 

On the General tab, enter 1st Grade Report Card. 

4. Select Report Card as the type of report. 

5. Select the Elementary format. 

6. Select Standard Elementary Report Card (Legal tri-fold) in the template list. 

7. Verify that Use Basic Calculations is selected in the Which Average Calculation Method would 
you like to use? list. This is the default option. 

8. Select 2 in the Select the rounding precision to use when averaging numeric grades list. 

9. Select 2 in the Select the rounding precision to use when averaging from letter grades list. 

10. Verify that Testing is selected as the report card mode. This is the default option. 

1 1 . Select None in the data integration method list if your district is not integrated with DASL or if 
your district is integrated with DASL, but you do not export marks to the system. 
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ProgressBook 

GradeBook 



Horn* | G ran* Hoo* | Bp«oo< | Principal | Guidance | Ctencal | CumaAim | Food | AHnrwUrvc* | PA Admin | Help 1 1 oflout 



feme* a npme for the report card. 1 **' u,i,l,r R^P 0 * 1 



ChoOM IN* typo of report the* wWI be produced » Report Card Hwm Report 



•VoMifc •''! 



Select the tempi* • for pnnU>g; Standard Fkrmemary Report Card (l eg* tn fotd) 



d yw hk* to u*e? Us* base Calojlatons jMfcl) i 



S« 4 ct the rounding precision to use when ewagng numeric grades 
:nnon to us* rrtien awr 09*19 fcom •*«** grades 



? - 
2 - 



Select the report card mode Act** Ineclne * Testing 



Choose the date eitegraUon method 
Choose the data ettegrabon some# 



it card setup? Yes * No 



Rost on Parent Access? Yas * No 



Pm grades for prowous marking periods from Report Card Interim P 



gasses I Courses 1 Students I Staff I Penadt I Period Xref I Mark Types I Grading Scales t Rot Card Dutder 



Elementary Option on General Tab 



* Note: Select the Elementary format to designate a standards-based report 
card on the General tab . 



12. Select None in the data integration source list if you selected None in the previous step. 

13. Select No to prevent ProgressBook GradeBook users with school administrator access from 
making changes to this report card. Yes is the default option and allows ProgressBook 
GradeBook users with administrator access to edit the report card. 

14. Select Yes to display the report card on the Parent Access Web Site. The default option is No. 
Select No if your school district does not use the Parent Access Web Site or does not want to 
display the report card on Parent Access. 

15. Click Save. 

The Grade Levels screen automatically displays. 



Assign Grade Levels to Schools - Grade Levels Tab 

1 . On the Grade Levels tab, select the check boxes in the Grade Levels 01 column for each school 
that will use this report card. 

2. Click Save. 
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ProgressBook 

GradeBook 
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2nd Grade Interim 



Check the grade levels at each school that will use this report card. 





G 


radi 


a Le 


vels 




Years 


01 


0, 


03 


0, 


03 


06 




os 


0, 








Adult Ed - 
Graduate 


Graduate 


Adult 

Special 


KG 


PS 


Senior 


UG 


LVHS 




□ 


□ 


B 


B 


□ 


□ 


B 




m 


m 


m 


m 


0 


0 


□ 


0 


□ 


0 


0 




LVIM 


n 


□ 






□ 


n 






B 






□ 


B 


0 


□ 


0 


0 


□ 


□ 


□ 




LVJR 


0 


□ 


□ 




□ 


□ 


□ 




□ 


□ 


□ 




□ 


0 


□ 


0 


0 




0 


0 




LVPR 


m 


□ 


m 


m 


B 




□ 


B 




□ 




B 




0 


0 


□ 


0 


□ 


0 


0 






0-2 

Years 

School 


01 


02 


03 


04 


05 


06 


07 


08 


09 


10 


■■ 


12 


Adult Ed - 
Graduate 


Adult Ed - 
Not 

Graduate 


Adult 

Special 

Ed 


KG 


PS 


Senior 


UG 





Classes | Courses | Students I Staff I Periods I Period Xref I Mark Types | Grading Scales | Rot Card Builder 



Grade Levels Tab Report Card Screen 

3. Click Periods in the Web site banner. 



Assign Order to Reporting Periods - Periods Tab 

1 . On the Periods tab, enter 1 in the Seq# column for the row that represents the first reporting 
period. 

2. Enter 2 in the Seq# column for the row that represents the second reporting period. 

3. Enter 3 in the Seq# column for the row that represents the third reporting period. 

4. Enter 4 in the Seq# column for the row that represents the fourth reporting period. 

5. Enter 5 in the Seq# column for the row that represents the final reporting period. 

6. Enter 6 in the Seq# column for the row that represents the all-year reporting period. 

Q' Note: This step is necessary only if a Kindergarten Letter template piece is used on the 
report card . 

7. Click Save. 
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look 



Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | At 

1st Grade 



Pe-fisds Courses AsssssTisnts 



Protected Marks 



Average Calcs 



Term elate IV 



Enter sequence numbers for the reporting periods that will be used in this report card. 



Reporting Period 


Seq# 


V 


1ST QUARTER (Q1 > 


1 




2ND QUARTER (Q2) 


2 




3RD QUARTER (Q3) 


3 




4TH QUARTER [Q4} 


4 




All Year Long (AY) 


6 




YEAR-END FINAL (YEF) 


5 




CONFERENCE (Conf) 






EXAM 1st (EX1) 






EXAM 3rd (EX3) 






EXAM Sem 1 [EX2) 




U 


EXAM Sem 2 (EX4) 






FINAL 1st [FIN1J 








l 





Save 



Seq# Column on the Periods Tab 

. Note: Assign the order in which the reporting periods should display on the report card on the 
Periods tab. 



8. Click Courses in the Web site banner. 



Add Courses - Courses Tab 

1 . On the Courses tab, enter 10 in the first blank row in the Seq# column. 

2. Enter Reading in the first blank row in the Course Name (for Rpt Card) column next to Seq#10. 

3. Continue to enter the following numbers in the Seq# column and subject names in the Course 
Name (for Rpt Card) column, respectively. 



Seq# 


Course 


20 


Writing 


30 


Mathematics 


40 


Science 


50 


Social Studies 


60 


Art 


70 


Music 


80 


Physical Education 



94 




90 



Work Habits & Skills 



1 00 Attendance 

. Note: Use sequence numbers in increments of 10 so that you can add subjects later 
between existing subjects if needed. 

4. Click Save. 

Notice the Add Courses link displays in the Action column next to each subject entered. 
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2nd Grade Report Card 



Enter sequence numbers and course titles for this report card. Next, select the courses to include in each section. 



Seq# 


Course Name (for Rpt Card) 


Del 


Action 


Included Courses 


Remove H 




"i 


Social/Personal Growth 


□ 


r Add Courses^ 








2 


Work/Study Habits 


H 


Add Courses 








3 


Reading 


O 


Add Courses 








4 


Communication Skills 


0 


Add Courses 








5 


Mathematics 


O 


Add Courses 








6 


Social Studies 


O 


Add Courses 






J 


7 


Science 


D 


Add Courses 








8 


Health 


O 


Add Courses 








9 


Art 


□ 


Add Courses 








10 


Music 


0 


Add Courses 








11 


Fitness Education 


0 


Add Courses 








12 


Teacher Comment 


D 


Add Courses 








13 


Attendance 


O 


\j\dd Courses y 






























































- 



“Add Courses” Link in the Action Column on the Courses Tab 



. Note: Click the Add Courses link on the Courses tab to associate courses on the report card 
with subjects in which students are evaluated . 



5. Click the Add Courses link in the Action column for the Reading subject. 
The Course Search window displays . 



Search for Courses 

On the Course Search window, Reading displays in the Course Name field because 
ProgressBook GradeBook searches for courses that matches the same name that was entered 
in the Course Name (for Rpt Card) column on the Courses tab. All courses called Reading or 
course names that start with the word “Reading” display. 

1 . Click the check box in the Select column for Reading - Gr 01 . 
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Course Search Window 

v Note: Search for courses to include on the report card on the Course Search screen. To 
quickly select all the courses, click Select All, and then deselect only the courses you do not want 
to include. 



2. Click Add the selected courses. 

3. Close the Course Search window. 



Reading - Gr 01 displays in the Included Courses column next to the Reading subject on the Courses 
tab. All class sections derived from the Reading - Gr 01 course will be associated with the Reading 
subject on this report card. 



gressBook Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA 

radeBOOk 1st Grade Report Card 



Enter sequence numbers and course titles for this report card. Next, select the courses to include in each section. 



Seq# 


Course Name (for Rpt Card) 


Del 


Action . 


Included Courst^N. 


Remove \ A 


10 


Reading 




□ 


Add Courses^ 


sheading - Gr 01 (Reading) 


□ 


V 


20 


Writing 




□ 


Add Courses 






30 


Mathematics 




□ 


Add Courses 






40 


Science 




□ 


Add Courses 






50 


Social Studies 




□ 


Add Courses 






60 


Art 




□ 


Add Courses 






70 


Music 




□ 


Add Courses 






80 


Physical Education 




□ 


Add Courses 






90 


Work Habits & Skills 




□ 


Add Courses 






100 


Attendance 




□ 


Add Courses 






| Save 





“Included Courses” Column on Courses tab. 



It may happen that you are searching for courses that are named differently than the course name you are 
using on the report card. 

1 . On the Courses tab, click the Add Courses link in the Action column for the Physical Education 
subject. 
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Search results display but not the correct first grade Physical Education course. 

2. Delete Physical Education from the Course Name field, and then click Go. 




All courses in all grade levels in all schools in the district display. 



. Note: To narrow the search for only first grade Physical Education courses, you could select 
01 in the Grade list. 

3. Select Fitness - Gr 01. 

4. Click Add the selected course. 

5. Close the Course Search window. 

Continue to Add Courses 

1. On the Courses tab, continue to add courses to subjects until you have added all of the necessary 
courses to all the subject names on the report card. 



97 
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Enter sequence numbers and course titles for this report card. Next, select the courses to include in each section. 

y— -x /"~ \ 



Seq# 


r Course Name (for Rpt Card ) 1 


Del 


Action 


Included Courses 




[To” 


Reading 


□ 


Add Courses 


Reading - Gr 01 (Reading) 


□ 


20 


Writing 


□ 


Add Courses 


12345 Writing 1 (Writing 1) 


□ 


30 


Mathematics 


□ 


Add Courses 


Math - Gr 01 (Mathematics) 


0 


40 


Science 


□ 


Add Courses 


Science - Gr 01 [Science) 


0 


50 


Social Studies 


□ 


Add Courses 


Social S - Gr 01 [Social Studies) 


0 


GO 


Art 


□ 


Add Courses 


Art - Gr 01 (Art) 


□ 


70 


Music 


□ 


Add Courses 


Music - Gr 01 (Music) 


0 


80 


Physical Education 


□ 


Add Courses 


Fitness - Gr 01 (Fitness Education) 


□ 


90 


Work Habits & Skills 


□ 


Add Courses 


Work/Stu - Gr 01 '[Work/Study Habits) 


0 


100 


i Attendance 


□ 


Add Courses 


t Admin -Gr 01 (Admin) 


□ 



“Course Name (for Rpt Card)” and “Included Courses” Columns on the Courses Tab 



. Note: In some instances it may be necessary to add more than one course to a 
particular subject. For example, if the special education math teacher is responsible for 
entering report card grades, associate the special education math course as well as the 
regular education math course with the Mathematics course name on the report card. 



. Note: If you have associated a course with a course name and it does not immediately 
display in the Included Courses column, click Save to refresh the screen. 



2. Enter 15 in the first available blank row in the Seq# column to add another course that was 
forgotten. 

. Note: Using sequence numbers in increments of five allows newly added courses to 
be inserted between courses that have already been added. The sequence numbers 
control the order in which the courses appear on the Report Card Entry screen for 
teachers, but not the printed report card. 



3. Enter Letter & Sound Recognition in the first available blank row in the Course Name (for Rpt 
Card) column. 

4. Click Save. 

Letter & Sound Recognition displays between Reading and Writing in the appropriate order in the 
list of courses. 

5. Click the Add Courses link in the Action column next to the Letter & Sound Recognition subject 
to search for the appropriate courses to add on the Course Search window. 
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The Course Search window displays. 




“Letter” Courses Searched on the Course Search Window 

6. Select Letter R - Gr 01 in the list of search results, and then click Add the selected courses. 

On the Courses tab Letter R - Gr 01 displays in the Included Courses column next to the Letter & 
Sound Recognition subject. 

7. Click Save. 

8. Click Assessments in the Web site banner. 



Add Assessments - Assessments Tab 



The course names entered on the Courses tab display alphabetically in the Course list on the Assessments 
tab. 

1. On the Assessments tab, select Mathematics in the Course list. 

2. Enter Grade in the first blank row in the Assessment column. 

3. Enter 10 in the Seq# column. Use sequence numbers in increments of 10 so that you can add 
assessments later if needed between existing sequence numbers. 

4. Select A-F in the Mark Type list. 

5. Select District Default Grading Scale in the Default Grading Scale list. 

6. Select Highest Achieved in the Default Calculation list to instruct ProgressBook GradeBook 
which calculation method to use in calculating students’ marks. 

7. Select Y in the Pull Mark? list to instruct ProgressBook GradeBook to automatically populate the 
assessment mark when the grade is automatically calculated. 

8. Select Y in the Print Mark? list to instruct ProgressBook GradeBook to automatically populate 
the assessment mark when the grade is automatically calculated. 
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9. Select Y in the Value Req? list to identify teachers who have not submitted grades for any of their 
students for this particular assessment on the Report Card Verification Report. 



10. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark and required value options for the Mathematics course. 



Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Standardized 
Test Score 


12 


Points 


N/A 


None 


Y 


N 


Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None 


N 


Y 




Numeration 


30 














Applies place 
value concept 


40 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Classifies, 
compares and 
orders numbers 


50 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Represents 

Fractions 


60 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Identifies and 
counts money 


70 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Understands 
addition and 
subtraction 


80 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Measurement 


90 














Measures 

accurately 


100 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Applies 

concepts of time 


110 


1-4 


Rubric Scale (1 -4) 


Highest Achieved 








Geometry 


120 














Identifies and 
compares 
geometric 
shapes 


130 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Recognizes 

symmetry 


140 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Patterns, 
Functions and 
Algebra 


150 














Recognizes, 
creates and 
extends patterns 


160 


1-4 


Rubric Scale (1 -4) 


Highest Achieved 








Represents story 1 70 


1-4 


Rubric Scale (1-4) 


Highest Achieved 









problems 



100 




Data Analysis 180 
and Probability 



Classifies and 
sorts objects 


190 


1-4 


Rubric Scale (1-4) 


Highest Achieved 


Evaluates 
graphs, tables 
and charts 


200 


1-4 


Rubric Scale (1 -4) 


Highest Achieved 


Creates 
graphs, tables 
and charts 


210 


1-4 


Rubric Scale (1-4) 


Highest Achieved 


Problem 
Solving and 
Mathematical 
Processes 


220 








Applies 
strategies to 


230 


1-4 


Rubric Scale (1-4) 


Highest Achieved 



solve problems 



, Note: For the standards headings: Numeration, Measurement, Geometry, Patterns, Functions 
and Algebra, Data Analysis and Probability and Problem Solving and Mathematical Processes, 
you can leave the Mark Type option blank because they do not receive a mark. 



. Note: If you do not select an option in the Mark Type list, the default option, Period 
Attendance, displays after you save. The default options: N/A, None, Y, and N, respectively, 
display in the Default Grading Scale, Default Calculation, Pull Mark?, Print Mark?, and Value Req? 
lists after you save if you do not select any options. 



1 1 . Click Save. 
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Assessment 


Seq* 


Mark Type 


Delimit Gradlnq Scale 


Derault CPculatlan 


Pull 

Mnrfc? 


Pviul! 


Value 

Hipq? 


Del? 




tlr«t» 


vt 


A4 iVw -4-] 


- 


Lift V*w Pi™ ry Stihcol L>bAi 


- 


Mtfwit Actmra] 


* 


Y W 


Y w 


Y 






& 


SEanlJiidEnd TnJ Son 


Kj 


Pwa 


- 


W* 


- 


Nsni- 


i- 


V - 


N - 


Y 


* 




i 


Fffcri 


» 


■Mi 


- 


Kill j[ Kuta 


■ 




*■ 


N w 


v * 


H 






i 


HunqnaMi 


w 


Pipod Allmiiariic 


- 


titi 


’ 


Mm 


- 


"i r 


V T 


H 


’T 






Ai<xi :4a n vita cd’chi 


1*6 


1-4 


• 


Rubi* Scab 


- 


MflKflft ^rtiuvad 


- 


Y • 


Y * 


H 


* 




* 


Kief'll i4 if Jiri 


Ifl 


1*4 


- 


tabrcScab 


- 


AchH.«J 


* 


Y - 


Y * 


H 


* 




t 


Mkfsnurla rui^c-ni. 


«a 


H 


- 


Hu bra Hull 


- 




- 


V * 


V v 


H 


* 






y 


to 


1 4 - 




- 






V P 


Y w 


H 


- 




i 


lAdtnii^i oSMhi'i and futwKte* 


W 


lr+ 


- 


RjbcR.Hh 


’ 


H#r>J AAwr.-wA 


- 


Y r 


Y T 


H 


’T 




f 


Ufi«iwe'T»r^ 


06 


Pwnsd ine*ds"K 


- 


H’A 


- 


Hunt 


* 


N w 


Y W 


H 


* 




j 


U&Mkl'i’l 


IN 


1*4 


- 


PutVK’SClb 


- 


Mflliait Acfi»5««l 


* 


Y * 


Y * 


H 


* 




? 


mnoi5li Iwrm 


up 


14 


- 


ftm Suk 


- 


Hfflait AtTlrtari 


- 


V * 


V * 


H 


* 




/ 


■iTton i ■.“j y 


|t» 


HhdI /illnvdinii 


- 


HA 


- 


Horn 


- 


N m 


Y w 


H 


*' 




/ 




flM 


1r* 


- 




’ 


HtfwJ Acfcond 


- 


Y T 


Y T 


H 


’T 






Rfcoflojai isimway 


144 


1-* 


- 


RubuSeah 


- 


AehHwid 


* 


Y - 


Y - 


H 


- 






FiOsnik 1 vntinftf . «id ■'ifrtfi 


140 


4aeod«iDS 


- 


hWk 


- 


Atom- 


- 


N * 


Y * 


H 


- 





Course List on the Assessments Tab 
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12. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Reading 
course. 



Assessment Seq# Mark Type Default Grading Scale Default Calculation 



Grade 


10 


A-F 


District Default 
Grading Scale 


Last Achieved 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None 


Basic Reading 
Skills 


30 








Recognizes 
connection 
between letters 


40 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Recognizes 
sight words 


50 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Reads fluently 


60 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Comprehension 

Skills 


70 








Predicts & 80 

supports from text 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Draws 

Conclusions 


90 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Summarizes 


100 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Compares & 
Contrasts 


110 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Self-monitors 

Reading 


120 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Respond to 

multi-level 

questions 


130 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Acquires 

Vocabulary 


140 








Uses context 
Clues 


150 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Identifies 
word parts & 
meanings 


160 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Classifies words 
into categories 


170 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Comprehends 


180 









Informational Text 



Pull Print Value 

Mark Mark Req 

Y Y Y 

N 
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Applies above 190 
skills to 
non-fiction 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Identifies main 200 
ideas & details 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Comprehends 210 
Literary Text 








Applies above 220 
skills to fiction 


1-4 


Rubric Scale (1-4) 


Last Achieved 


Identifies setting, 230 
characters & 
events 


1-4 


Rubric Scale (1-4) 


Last Achieved 



13. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Writing 
course. 



Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Mark 


10 


A-F 


District Default 
Grading Scale 


Last Achieved 


Y 


Y 


Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


Last Achieved 


N 






Writing 

Processes 


30 














Uses writing 
process (drafts, 
revises, edits) 


40 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Writing 

Applications 


50 














Responds to 
Literature 


60 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Writes 
beginning, 
middle and end 


70 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Writes using 
main idea and 
supporting details 


80 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Writes friendly 
letters and 
invitations 


90 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Applies Writing 
Conventions 


100 














Prints legibly 


110 


1-4 


Rubric Scale (1-4) 


Last Achieved 








Spells grade 120 

Appropriate words 


1-4 


Rubric Scale (1-4) 


Last Achieved 
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Uses correct 
punctuation and 
capitalization 


130 


1-4 


Rubric Scale (1-4) 


Last Achieved 




Writes with 
correct grammar 


140 




Rubric Scale (1-4) 


Last Achieved 




Oral 

Communications 


150 










Speaks with 
correct grammar 


160 


1-4 


Rubric Scale (1-4) 


Last Achieved 




Stays on topic 


170 




Rubric Scale (1-4) 


Last Achieved 




14. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Science 
course. 


Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation Pull 
Mark 


Print Value 

Mark Req 


Grade 


10 


A-F 


District Default 
Grading Scale 


Power Law Y 


Y Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None N 




Earth and 
Space Science 


30 










Identifies 
relationships 
of Earth's 
systems 


40 


1-4 


Rubric Scale (1-4) 


Power Law 




Analyzes 

Weather 


50 


1-4 


Rubric Scale (1-4) 


Power Law 




Life Science 


60 










Recognizes 
concepts of 
living things 


70 


1-4 


Rubric Scale (1-4) 


Power Law 




Physical Science 80 










Compares 
physical 
characteristics 
and changes 


90 


1-4 


Rubric Scale (1-4) 


Power Law 




Scientific Ways 
of Knowing 


100 










Questions and 


110 




Rubric Scale (1-4) 


Power Law 





observes for 
scientific investigation 

Health 120 



104 




Understands 130 1-4 Rubric Scale (1 -4) Power Law 

relationship 
between 

personal behavior 
and wellness 



15. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Social 
Studies course. 



Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Grade 


10 


A-F 


District Default 
Grading Scale 


Power Law 


Y 


Y 


Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None 


N 






History 


30 














Recognizes 

chronological 

order 


40 


1-4 


Rubric Scale (1-4) 


Power Law 








Compares 
past and 
present day 
societies 


50 


1-4 


Rubric Scale (1-4) 


Power Law 








Recognizes 
contributions of 
historical figures 


60 


1-4 


Rubric Scale (1-4) 


Power Law 








People and 
Societies 


70 














Identifies and 
compares 
cultural groups 


80 




Rubric Scale (1-4) 


Power Law 








Geography 


90 














Identifies and 
uses map skills 


100 


1-4 


Rubric Scale (1-4) 


Power Law 








Economics 


110 


1-4 


Rubric Scale (1-4) 


Power Law 








Identifies wants 
and needs 


120 


1-4 


Rubric Scale (1-4) 


Power Law 








Identifies goods 
and services 


130 


1-4 


Rubric Scale (1-4) 


Power Law 








Government 


140 














Identifies 
organization 
and purpose 


150 


1-4 


Rubric Scale (1-4) 


Power Law 
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Citizenship 160 

Rights and 
Responsibilities 

Describes 170 1-4 Rubric Scale (1 -4) Power Law 

Citizenship 

Responsibilities 

Social Studies 180 

Skills and 
Methods 

Uses variety 190 1-4 Rubric Scale (1 -4) Power Law 

of sources to 
obtain information 
and make decisions 



16. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Art course. 



Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Grade 


10 


A-F 


District Default 
Grading Scale 


Highest Achieved 


Y 


Y 


Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None 


N 






Uses original 
Ideas 


30 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Applies skills 


40 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Demonstrates 

Craftsmanship 


50 


1-4 


Rubric Scale (1-4) 


Highest Achieved 









17. Continue to enter the following assessments, sequence numbers, mark types, default grading 
scales, default calculations, pull mark, print mark, and required value options for the Music 
course. 



Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Grade 


10 


A-F 


District Default 
Grading Scale 


Highest Achieved 


Y 


Y 


Y 


Effort 


20 


1-4 


Rubric Scale (1-4) 


None 


N 






Demonstrates 

Rhythmic 

Understanding 


30 


1-4 


Rubric Scale (1-4) 


Highest Achieved 








Demonstrates 

Melodic 

Recognition 


40 


1-4 


Rubric Scale (1-4) 


Highest Achieved 
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Actively 50 

Participates in 
Creating & 
Performing 


1-4 


Rubric Scale (1-4) 


Highest Achieved 


Demonstrates 60 
Self-control 


1-4 


Rubric Scale (1-4) 


Highest Achieved 



18. Continue to enter the following assessments, sequence numbers and mark types for the Work 
Habits course. 



Assessment 


Seq# 


Mark Type Default Grading Scale Default Calculation 


Uses time wisely 


10 


Check+, Check, Check- 


Works 

Independently 


20 


Check+, Check, Check- 


Stays on task 


30 


Check+, Check, Check- 


Seeks help as 
Appropriate 


40 


Check+, Check, Check- 


Follows written 
Directions 


50 


Check+, Check, Check- 


Follows oral 
Directions 


60 


Check+, Check, Check- 


Listens 

Attentively 


70 


Check+, Check, Check- 


Completes 
Work carefully 
And neatly 


80 


Check+, Check, Check- 


Organizes work 90 
Area and Materials 


Check+, Check, Check- 


Returns 

Homework 


100 


Check+, Check, Check- 


Attitude and 
Citizenship 


110 


Check+, Check, Check- 


Follows rules 


120 


Check+, Check, Check- 


Respects 

Authority 


130 


Check+, Check, Check- 


Interacts 
Appropriately 
With peers 


140 


Check+, Check, Check- 


Accepts 

Responsibility 


150 


Check+, Check, Check- 


Demonstrates 


160 


Check+, Check, Check- 



Self-control 



Pull Print Value 

Mark Mark Req 
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Copy Assessments 

You can save time by copying assessments from one subject to another. 

1. Select a course in the Course list as the course to which you want to copy assessments. 

2. Select a report card in the Copy the requirements from list. 

3. Select course in the next list as the course from which you want to copy assessments. 




Home | Grade Book| Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | Logout 

2nd Grade Report Card 





Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark? 


Print 

Mark? 


Value 

Req? 


Del? 


J 


Demonstrates appropriate behavior 




osu 


- 


OSU 


- 


Average 


- 


Y - 


Y - 




m 


J 


Demonstrates development in skills 


2 


osu 


- 


osu 


- 


Average 


- 


Y - 


Y - 


N -r 


b 


J 


Our Comments 


3 


1-4 Rubric 


- 


N/A 


None 


- 


Y - 


- 


N - 


B 


1 


Period Absences 


4 


Points 


- 


N/A 


Average 


- 


Y - 


- 


N - 


B 


* 






- 


- 


- 


- 


- 


- 




* 






- 


- 


- 


- 


- 


- 




* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 






* 






- 


- 


- 


- 


- 








Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Mark? 


Print 

Mark? 


Reg? 


Del? 



| Art Default Assessmentp^I Demonstrates development in skills 



Group these assessments under Special Subjects? 0 Yes ® No 

Default Assessment used when running the GradeBook Configuration Utility 



Copy the requirements from 2nd Grade Report Card ^ Music 






“Copy the requirements from” List on Assessment Tab 



4. Click Copy. 

The copied assessments display. 

| ProgressBock 

GradeBook 



Home | Grade Book | Special Sendees | Pmapal | Guidance | CMncal | Cumculm | Food | Wendance | PkAdrran | Help | Logout 

2nd Grade Report Card (compile Needed) 




Group these assessments inter Special Subjects" 



1C DeUt Assessment 



Copy the retirements In 



Classes I Courses I Students I Stad I Periods I Period Xref I Mark Types I Grading Scales I Rot Card Builder 

Copied Assessments from Art Course on Music Course Assessments Tab 
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5. Adjust the wording of assessments and Seq#, if necessary. 

6. Select Highest Achieved for each assessment in the Default Calculation list. 

7. Click Save to save the copied assessments. 

Continue to Add Assessments 

The Letter & Sound Recognition subject is different than the other subjects to which we have added 
assessments. You need to create an individual assessment for each uppercase letter, lowercase letter, 
and letter sound for a total of 78 total assessments. 

1 . On the Assessments tab, select Letter & Sound Recognition in the Course list. 

2. You can enter sequence numbers 1 through 78. You do not have to use sequence numbers in 
increments of 10 for this subject since there is no possibility of having to insert additional 
assessments. 

3. For sequence numbers 1 through 78, enter a corresponding assessment that is an uppercase letter, 
lowercase letter and letter sound for each letter of the alphabet. For example, A, a, A sound each 
as individual assessments. 

4. Select Checkmark for Report Cards as the Mark Type unless you want the teachers to have the 
ability to create assignments for each of these 78 assessments. 

5. You do not have to select any options in the Default Grading Scale, Default Calculation, Pull 
Mark, Print Mark and Value Req lists. The default options in each column will display after you 
save. 

6. Click Save. 

v Note: If you run out of new rows as you are adding assessments , click Save occasionally 

to display new rows . 




Court* Letter & Sound Recognition » 





Assessment 


Seq* 


Mark Type 


Default Grading Scale 


Default Calculation 


Mark? 


Mark? 




Del? 










Oedmert for Repot * 


MM 


Mom 


N * 


Y - 


N * 












Citedmert for Repot ~ 


MIA 


mom 


N - 


Y » 


N - 






t 


A MUM 




Cftectonert lor Repot ▼ 


MIA 


Mom 


N - 


v - 


N - 


□ 




-d 






Cftedmert for Repot w 




Mom 


N -r 


Y - 


N » 


□ 










Cnectowt tor Repo* » 


MIA 


mom 


N * 


Y * 


N s 


n 






BmuM 




OieUmsrt tor Rw - 


MIA 


Mom 


N - 




N s. 


□ 




"7 






Cftectonart for Repot w 


MIA 


Mom 


N - 


Y * 


N » 


□ 




/ 






Cnedmert for Repot ▼ 


MIA 


Mom 


N » 


Y * 


N * 






1 


Cue 


9 


crwcMett tor Rcooi » 


MIA 


Mon. 


N - 


Y * 


N s. 


D 




r 


0 


10 


ChecBiurt tor Reooi - 


MIA 


Mom 


N - 


Y - 


N s 


□ 




f 






Oedmert for Repo* » 


MIA 


Mom 


N * 


Y s 


N * 


B 






0 sound 




CMcUMit tor tape. * 


MIA 


Mom 


N - 


Y * 


N s. 


B 




71 




« 


Cttecfcmart for Repot ▼ 


MIA 


None 


N ’ 


Y - 


N s. 


B 










Chedmert for Repot * 


MIA 


MOM 


N - 


V • 


N s. 


□ 






t sound 




Cftedmert for Repot ▼ 


MIA 


MOM 


N * 


Y * 


N s 


B 








16 


Otectomrt for Repot ▼ 


MIA 


Mom 


N > 


Y - 


N s. 


B 




_/J 






Chectonart for Repot ~ 


MIA 


Mom 


N - 


Y - 


N - 


□ 










Chedmert for Repot ▼ 


MIA 


mom 


N - 


Y - 


N s 







Letter & Sound Recognition Assessments on Assessments Tab 



. Note: An individual assessment must be created for each uppercase letter, lowercase letter 
and letter sound in the Letter & Sound Recognition Course on the Courses tab. 



7. Select Attendance in the Course list. 
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8. Enter the following assessments, sequence numbers, mark types, default calculations, pull mark, 
print mark, and required value options for the Attendance course. 



Assessment 


Seq# 


Mark Type Default Grading Scale 


Default Calculation 


Pull 

Mark 


Print 

Mark 


Value 

Req 


Days Present 


10 


Points 


Average 


Y 


Y 


Y 


Days Absent 


20 


Points 


Average 


Y 




Y 


Times Tardy 


30 


Points 


Average 


Y 




Y 


Comments 
(do not exceed 
495 characters) 


40 


Comment 




Y 




Y 


Promoted to 
Grade 


50 


End-of-Year 

Placement 




Y 






Placed in grade 


60 


End-of-Year 

Placement 




Y 






Retained in 
Grade 


70 


End-of-Year 

Placement 




Y 







. Note: The default option, N/A, displays in the Default Grading Scale list after you save if you 
do not choose an option. 

9. Click Save. 



. Note: The Attendance subject is a logical place for the homeroom teacher to add quarterly 
comments to the report card. The character count varies depending on the type/size of the 
Comments template piece selected on the Template tab. 



ProgressBook 

GradeBook 
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1st Grade Report Card (compile Needed) 



Course: Attendance 





Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark? 


Print 

Mark? 


Value 

Req? 


Del? 


j 


Days Present 


10 


Points 


- 


N/A 


- 


Average 


- 


Y 


- 


Y 


- 


Y 


- 


□ 


j 


Days Absent 


20 


Points 


- 


N/A 


- 


Average 


- 


Y 


- 


Y 


- 


Y 


- 


0 


j 


Times Tardy 


30 


Points 


- 


N/A 


- 


Average 


- 


Y 


- 


Y 


- 


Y 


- 


□ 


j 


Comments (do not exceed 495 characters) 


40 


Comment 




N/A 


- 


None 


- 


Y 


- 


Y 




Y 


- 


0 


j 


Promoted to grade 


50 


End-of-Year Place me 


- 


N/A 


- 


None 


- 


Y 


- 


Y 


- 


N 


- 


0 


j 


Placed in grade 


60 


End-of-Year Placeme 


- 


N/A 


- 


None 


- 


Y 


- 


Y 


- 


N 


- 


0 


j 


Retained in grade 


70 


End-of-Year Place me 


- 


N/A 


- 


None 


- 


Y 


- 


Y 


- 


N 


- 


0 



Attendance Assessments on Assessments Tab 

10. Click Requirements in the Web site banner. 
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Associate Assessments with Reporting Periods - 
Requirements Tab 



1 . On the Requirements tab, select the reporting period in which each assessment is evaluated. 

. Note: When there are numerous assessments, it may be more efficient to click Select 
All to select all the assessments in all the reporting periods, and then deselect the 
specific assessments in the reporting periods that are not required. 




ProgressBook . 

GradeBook 



Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | l 

1st Grade Report Card (critical e 



List General Grade Levels Periods Courses Assessments 




Check the reporting periods that are evaluated for each assessment. 




| Select All | | De-Select All | 

Save 



Requirements Tab on the Report Card Screen 



2. Click Save. 

3. Deselect all of the check marks for the assessments in the AY (All Year) reporting period except 
for the assessments in the Letter & Sound Recognition course. 

4. Deselect the check marks for any assessments that are standards headings such as Basic Reading 
Skills and Comprehension Skills because they don’t receive marks. 

5. Deselect the check marks for YEF for all of the Letter & Sound Recognition assessments and the 
Comments assessment for the Attendance course. 

6. Deselect Ql, Q2, Q3 and Q4 for the Promoted, Placed and Retained assessments. 

7. Click Save. 



Ill 
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GradeBook 



1st Grade Report Card (Critical e 



List General Grade Levels Periods Courses Assessments 



Check the reporting periods that are evaluated for each assessment. 



Assessments 


Qi 


1 Q2 


1 Q3 


1 Q4 




AY 


Reading 


Grade 


0 


0 


0 


0 


0 


□ 


Effort 


0 


0 


0 


0 


0 


□ 


Basic Reading Skills 


□ 


□ 


□ 


□ 


□ 


□ 


Recognizes connection between letters and sounds 


0 


0 


0 


0 


0 


□ 


Recognizes sight words 


0 


0 


0 


0 


0 


□ 


Reads fluently 


0 


0 


0 


0 


0 


□ 


Comprehension Skills 


□ 


□ 


□ 


□ 


□ 


□ 


Predicts & supports from text 


0 


0 


0 


0 


0 


□ 


Draws conclusions 


0 


0 


0 


0 


0 


□ 



Select All 



De-Select All 



[ Save | 



Reporting Period Columns on Requirements Tab 

. Note: The reporting periods check box areas for the Basic Reading Skills and Comprehension 
Skills assessments appear shaded because those assessments are headings on the report card 
and do not receive marks. 



8. Click Protected Marks in the Web site banner. 



Determine Protected Marks - Protected Marks Tab 

1. On the Protected Marks tab, select Override All Marks. 



, Note: Even though the school district’s report card is not integrated with DASL, you must 
select one of the three Protected Marks options or the report card will not work. 



ProgreSSBook „ Home| Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance! PA Admin | Help | 

GradeBook 




1st Grade Report Card (compile Nee 



Select a mark override behavior when integrating Progress Book data with your back office data. 

Q Do Not Override Any Marks 



C 



*) 



® Override All Marks 



OOverride all Marks Except for the Following: 





Mark 


Del? 


* 






* 






* 






* 






* 






* 







Save ] 



“Override All Marks” on Protected Marks Screen 
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. Note: If the report card is integrated with DASL you must specify marks that will not be 
overridden when report card grades are exported during data integration. 

2. Click Save. 

3. Click Average Calcs in the Web site banner. 



Set Up Average Calculation Method - Average Calcs Tab 



Since we selected Use Basic Calculations as the Average Calculation Method on the General tab, and set 
up four reporting periods and a year-end final average on the Periods tab, we must now configure the 
formula for the year-end final average. 

1. On the Average Calcs tab, select Year-End Final in the Reporting Period list. 

2. Select 1st QUARTER in the list in the first row of the Period column. 

3. Select 2nd QUARTER in the list in the second row of the Period column. 

4. Select 3rd QUARTER in the list in the third row of the Period column. 

5. Select 4th QUARTER in the list in the fourth row of the Period column. 

6. Enter 1 in the Weight column in for each of the four quarters. 

v Note: The number in the Weight coiumn means that each of the four quarters represents 

Vaor 25% of the final average . 

7. Select Use Averages in the Select the Calculation Method list. 

The Use Averages calculation method means that regardless of the letter grade that is issued for each of 
the four grading periods, ProgressBook GradeBook uses the averages in the teacher’s grade book for each 
of the four quarters to derive the year-end average. If your school uses letter grade values to determine the 
year-end average, then select the Use Grades calculation method. In that case an A has a value of 4, B = 

3, C = 2, D = 1 and F = 0. ProgressBook GradeBook adds each of the four values and divides the total by 
four. The result maps to the Point Range of the appropriate grading scale to determine a letter for the 
year-end average. 

8. Select Use the Grade Book Grading Scale in the Select the Grading Scale list. 

9. Click Save. 
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GradeBook 



Haitir | | Special Srm^k ] Principal | QiiirtancR | CMictd | Cunlpiikiin | Fnae| AfaKidarhc* | PA Admin | Hnlp | I .ogairt 

I hi Crndc ftrfjiirt Ctirri 



Reporting Pnnal YEAR END FW± 



HoIrci ihn mponlng periods nnd w*lghra usMrl ia cjiIcuIaiw ihn .iMnrngo 












p 


1£T QUARTER 


1 


□ 


p 


mo QUARTER 


i 


n 


t> 


3f5U QUARTER 


1, 


D 


p 


JTH QUARTTR 


1. 


o 


* 


V 








+ 


V 








* 


V 










¥ 








+ 


V 








t. 


V 








* 


V 









Select the Cafctfrfmn Melhud Usb r«Ba (h rcffl Gt MlstooKi * 



$aKK:L IHW Grading $eale Usu thy &wie tfewk Of itding Serf 

rsn 



Average Calcs Tab 

10. Click Messages in the Web site banner. 



Add Messages - Messages Tab 

1 . On the Messages tab, enter First Grade Progress Report in the Report Card Title field. 

. Note: You can click Save at any time while entering text in the Message fields. 

Whether or not you click Save after entering each message, be sure to click Save after 
entering the last message before you leave the screen. 

2. To create a message to parents, type Dear Parent/Guardian: {\par} in the Message 1 field. The 
{\par} is RTF code that generates a line break. 
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^ Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance! PA Admin | Help | 

1st Grade Report Card (compile Ne 



Enter additional information to print on the report card/interim. 



Report Card Title: (Limit 50 characters) 



First Grade Progress Report 



Message 1: (Limit 6000 characters) 



| D e a r P a re nt/G u a rd i a n :{\pa r} 
Message 2: (Limit 6000 characters) 




Message 3: (Limit 6000 characters) 



Message 4: (Limit 6000 characters) 



Messages Tab on the Report Card Screen 

3. Type the remaining text in the Message 1 field: 



Successful academic achievement requires the cooperative effort of the student, the parent/ 
guardian, and the school. Together, we can work to provide a quality educational program.{\par} 

This progress report is a record of your child’s overall achievement in school. Should you desire 
additional information about your child’s progress, you are encouraged to contact school personnel 
to arrange a conference.{\par} 

Your assistance in helping your child be successful in school is truly appreciated.{\par} 

Keith E. Richards{\par} 



Superintendent of Schools 

4. Place your cursor in front of the superintendent’s name and press the Spacebar 35 times to indent 
the name. 

5. Repeat step 4 to indent the Superintendent of Schools title. 



Message 1: (Limit 6000 characters) 

Dear Parent/Guardian:{\par} * 

Successful academic achievement requires the cooperative effort of the student, the parent/guardian, ard the 
school. Tcgether. we can work to orovide a quality educational program.{\par} 

This progress report is a record of your child's overall achievement in school. Siould you desire additional 
information about your child's progress, you are encouragej to contact school personnel to arrange a conference. 

par} 

Your assistance in helping youi child be successful in school is truly appreciated {\par} 

Keith E. Richards{\par} 

Superintendent of Schools v 



Message 1 field on the Messages Tab 
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6. Type Explanation of Marks in the Message 2 field. 

7. Type b = Beginning{\par} d = Developing{\par} s = Secure in the Message 3 field. 

8. Type 4 = Excellent{\par} 3 = Good{\par} 2 = Needs Improvement{\par} 1 = Unsatisfactory in 

the Message 4 field. 

9. Click Save. 




ProgressBook Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | l 
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Enter additional information to print on the report card/interim. 



Report Card Title: (Limit 50 characters) 



First Grade Progress Report 



Message 1: (Limit 600 0 characters) 



Dear Parent/Guardian ff\parj) 

Successful acadernltr^chievement requires the cooperative effort of thp-s^udent. the parent/guardian, and the 
school. Together, we can work to provide a quality educational program .Apart) 

This progress report is a record of your child’s overall achievement in sttrtSol. Should you desire additional 
lation about your child’s progress, you are encouraged to contact school personnel to arrange a conference. 



our assistance in helping your child be successful in school is truly appreciated {\pary 

Message 2: (Limit 6000 characters) 



Explanation of Marks 

Message 3: (LimjyiOOO characters) 



b = Beginning^ 


>ar}\ 


All 


|d = Developing^ 




V 


Message 


6000 characters) 





|4 = Excelent{\par}j 
]3 = Good^par} 

Message 5: (Limit 6000 characters) 

I 



Must include {\par} RTF Code for Line Breaks on Messages Tab 

10. Click Template in the Web site banner. 



Format Templates - Templates Tab 

The Legal tri-fold template is set up to display three columns on the front side of a legal-size piece of 
paper and three columns on the back side. We will format the printed report card by adding numerous 
template pieces to the template. Do not be overly concerned about making every item perfect from the 
beginning of the formatting process. It may be easier to enter all of the template pieces first and then 
correct column placement and spacing issues later. 

The template pieces with corresponding sequence numbers 10 through 50 display in only one of the six 
columns the report card. 
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1. On the Template tab, select File Header template piece in the Option column. 

v Note: The File Header must be the first template piece in a standards-based report card . 

2. Enter 10 in the Seq# column next to File Header. 

3. Select Marks (5 column, 1/3 width) in the next three blank rows in the Option column. 

4. Select Marks (4 column, 1/3 width) in the fourth blank row in the Option column. 

5. Enter 20, 30, 40 and 50, respectively, in the Seq# column next to each Marks template piece. Use 
sequence numbers in multiples of 10 to make it easier to insert additional template pieces later or 
move existing template pieces to a new location in the list. 

6. Select Art, Music, Physical Education and Work Habits and Skills, respectively, in the Course 
list next to each Marks template piece. 

7. Select Column Break in the next blank row in the Option column to designate the end of the first 
column. 

8. Enter 100 in the Seq# column next to the column break template piece. You may find it helpful to 
use sequence numbers in multiples of 100 for each Column Break template piece to allow for 
other template pieces to be inserted between them. 



Ptvgt^SSBook . Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance! PA Admin | Help | 
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Build your report card/interim format. 





Seq# 


Option 


Course 


Font 


Size 


B 


J 


Rows After 


Del? 


* 


E° 


File Header y] 


V 


V 


v 1 


□ 


□ 






* 


[20 


Marks (5 column, 1/3 width) 


[Art 


V | 


v ; 


□ 


□ 


1 1 




* 


[30 


Marks (5 column, 1/3 width) 


Music 


V 


V 


□ 


□ 


1 1 




* 


[40 


Marks (5 column, 1/3 width) 


Physical Educat v 


V 


V 


□ 


□ 


1 1 




* 


50 


Marks {4 column, 1/3 width) vj 


Work Habits & S v 


V 


V 


□ 


□ 


1 1 




* 


[lOO 




1 H 


V 


V 


□ 


□ 


1 1 




* 




V 


1 H 


V 


V 


□ 


□ 


1 1 




* 




V 


V 


V j 


V 


□ 


□ 


1 1 




* 


1 , 


V 


V 


V 


V 


□ 


□ 


J L 





Print Teacher Names? □ 
I Save 



Preview 



Seq# Column on the Template Tab 

. Note: Select the appropriate template piece for each course and enter a sequence number to 
specify the order in which the template pieces should appear on the report card. 



9. You do not have to select any options in the “Font”, “Size”, and “Rows After” columns. The 
default values in each column will display after you save. 

10. Click Save. 

1 1 . Select the following template pieces in the Option column and enter numbers in the Seq# column, 
respectively. 
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Seq# 


Option 


110 


Teacher Comments (full page length) 


200 


Column Break 


210 


School Header (Title, District & School) 


220 


Student Header with Principal 


230 


Message 1 (with a border) 


240 


Message 2 (with a border) 


250 


Message 3 (with a border) 


260 


Message 4 (with a border) 


270 


Attendance (5 column with Days Present) 


300 


Column Break 


310 


Marks (5 column, 1/3 width) 


320 


Custom K Letter Box (Upper, Lower, Sound) 


400 


Column Break 


410 


Marks (5 column, 1/3 width) 


420 


Marks (5 column, 1/3 width) 


500 


Column Break 


510 


Marks (5 column, 1/3 width) 


520 


Marks (5 column, 1/3 width) 


12. Click Save. 




. Note: Whenever you run out of blank rows, click Save. New additional empty rows display 
at the bottom of the screen after you save. 


13. Select the following courses in the Course list for the following template pieces in the Option 
column. 


Option 


Course 


Teacher Comments (full page length) 


Attendance 


Attendance (5 column with Days Present) 


Attendance 


Marks (5 column, 1/3 width) 


Reading 


Custom K Letter Box (Upper, Lower, Sound) 


Letter & Sound 


Marks (5 column, 1/3 width) 


Writing 


Marks (5 column, 1/3 width) 


Science 


Marks (5 column, 1/3 width) 


Social Studies 


Marks (5 column, 1/3 width) 


Mathematics 



14. You do not have to select any options in the “Font”, “Size”, and “Rows After” columns. The 
default values in each column will display after you save. 

15. Change the 1 to 0 in the Rows After column for the Marks (5 column, 1/3 width) template pieces 
associated with the Art and Music courses. 
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“Rows After” on Template Tab 

. Note: Removing the space between Art, Music and Physical Education, will allow these 
subjects to appear grouped together on the report card. Another benefit to removing the space 
between these subjects is that the template pieces with sequence numbers 10 through 50 will fit in 
one column. 

16. Select Page Break in the Option column in the next blank row. 

17. Enter 1000 in the Seq# column next to the Page Break template piece. 
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1st Grade Report Card 



Build your report card/interim format. 

Standard Elementary Report Card (Legal tri-fold) 



-jr~ 


pro 


iviaiKS fo cuiurnri, \n wiumj 


nroracrmg v | 


[Miiai 


IU pi V 


LJ 


TZT 


~ 1 


l_l 


J 


320 


| Custom K Letter Box (Upper, Lower, Sound) 


V 


Letter & Sound 


V 


Arial 


V 


10 pt 




□ 


□ 




1 




□ 


J 


400 


Column Break 


V 


V 


Anal 


V 


[To pt 


V 


□ 


□ 




1 




□ 


J 


410 


Marks (5 column, 1/3 width) 


V 


Writing 


V 


Arial 


V 


[To pt 


V 


□ 


□ 




1 




□ 


J 


420 


Marks (5 column, 1/3 width) 


V 


[ Science 


V 


Arial 


V 


[To pt 


V 


□ 


□ 




1 




□ 


J 


500 


Column Break 


V 


V 


Arial 


V 


10 pt 


V 


□ 


□ 




1 




□ 


J 


[510 


Marks (5 column, 1/3 width) 


V 


Social Studies 


V 


Arial 


V 


[To pt 


V 


□ 


□ 




1 




□ 


J 


520 


Marks (5 column, 1/3 width) 


V 


Mathematics 


V 


Arial 


V 


10 pt 


V 


□ 


□ 




1 




□ 


/ 


1000 


Page Break 


V 


V 


Arial 


V 


[ 10 pt 


- 


□ 


□ 




1 




D ) 


* 




V ' 


V 1 


V 1 


V 


n 


□ 











Print Teacher Names? □ 
I Save I 



Previe 



Page Break Entry on Template Tab 

. Note: Make sure that Page Break is the last template piece to allow for separation between 
student’s report cards. 



18. Click Save. 
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Preview Report Card 



1 . Click the Preview link to view the printed report card layout. 

2. On the File Download window, click Open to view the report card in RTF file format in 
Microsoft Word. 

3. In the RTF report card file, scroll to the far right of the screen to see the full width of the outside 
portion and scroll down to bottom of the screen to see the inside portion. 

The report card, as it is currently formatted, is three pages long, but needs to fit on two pages. 
Notice that the Art, Music and Physical Education courses display with no spacing between the 
courses. That is because on the Template tab, we changed the 1 in the Rows After column to 0 for 
the Art and Music courses to eliminate the space. 



Art 


1 


2 


3 


4 


Final 


Grade 












Effort 












Uses ongmal ideas 












Applies skills 












Demonstrates craftsmanship 












Music 


1 


2 


3 


4 


Final 


Grade 












Effort 












Demonstrates rhythmic 

unde island my 












Demonstrates melodic 
recognition 












Actively participates in creating 
& performing music 












Demonstrates self-control 












Physical Education 


1 


2 


3 


4 


Final 


Grade 












Effort 












Demonstrates appropriate skills 
development 












Demonstrates responsible 
personal & social behaviorin 
activity settings 












Is prepared fordass 













Work Habits & Skills 


1 


2 


3 


4 


Uses time wisely 










Worts independent 










Stays on task 










Seeks help as appropriate 










Fo; o .vs wTten d -act :n = 










Follows oral directions 










Listens attentrvtey 










Completes wort carefully and neatly 










Organizes work area and matenals 










Returns homework 










Attitude and Citizenship 










Follows rules 










ResDec-ts a utnoriy 










Interacts 9DD r oo r ateV .win Deers 










Accepts responsib rty 










Demonstrates self-control 












First Grade Progress Report 

PB Training School District 
Lake View Primary School 

Student Sally Test Grade 01 

Teacher Year 07/08 

Principal Mrs. Mary 

Ce a r P a re n t' G li 9 r d ra n : 

Successful academe achievement requires the cooperative 
effort of the student, the parentfguardian, and the school. 
Together, we can wort to provide a quality educational program. 

This progress report is a record of yourchW's overall 
achievement in school. Shouldyou desire additional information 
about your child's progress, you are encouraged to contact 
school personnel to arrange a conference. 

Your assistance in helping yourchild be successful m school 
ts truly appreciated. 

Keith E. 

Rchards 

Supenntendent of Schools 



[ Explanation of Marts* 

t = Beginning 
d = Developing 
s = Secure 



4 Excellent 

3 = Good 

2 = Needs Improvement 

1 ■ Unsatisfactory 



s, 



Attendance 


1 


2 


3 


4 


Total 


Days Present 












Days Absent 












Times Tardy 













□ 



Standards-Based Report Card in RTF Format - Page 1 

Also notice that the Mathematics course has continued from the bottom of the second page to the top of 
the third page. 
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Reading 


1 


2 


3 


4 


Final 


3rdd€ 












Effort 












Basic Reading Skills 












Recognizes connection 
between letters and sounds 












Recognizes sight words 












Reads fluently 












Comprehension Skills 












Predicts & supports from text 












Di«na (.uiOuaiuio 












Summarizes 












Com pares & contrasts 












Self-monitors readng 












Respond to multi-level 
questions 












Acquires Vocabulary 












Uses context clues 












Identifies word parts & 
meanings 












Classifies words into categories 












Comprehends Informational 
Text 












Applies above skills to non- 
fiction 












Identifies main ideas & details 












Comprehends Literary Text 












Applies above skills to fiction 












Identifies setting, characters, & 
events 













Your child knows the following checked letters 




A 


3 


c 


D 


E 


F 


0 


H 


1 


J 


K 


L 


VI 


Uppercase 




























Lowercase 




























Sound 






























N 


0 


p 


a 


R 


1 


T 


U 


V 


w 


X 


Y 


z 


Uppercase 




























Lowercase 




























Sour-: 





























Writing 


1 


2 


3 


4 


Final 


TJaSc 












Effort 












Writing Processes 












Uses writing process (drafts, 
revises, edits} 












Writing Applcations 












Responds to literature 












Writes beginning, middle and 
end 












WiHea uaiug man- rJrea and 

supporting details 












Writes fnendly letters and 
invitations 












Applies Writing Conventions 












Prints legibly 












Spells grade appropriate words 












Uses correct or arc 

capitalization 












Writes with correct grammar 












Oral communications 












Speaks with correct grammar 












Stays on topic 













♦f*' 



Science 


1 


2 


3 


4 


Final 


Grade 












Effort 












Earth and Space Science 












Identifies relationships of 
Earth s systems 












Analyzes weather 












Life Science 












Recognizes concepts of living 
things 












Physical Science 












Compares physical 
characteristics and changes 












Scientific Ways of Knowing 












Questions and observes for 
scientific investigation 












Health 












Understands relationship 
between personal behavior and 
wellness 













Social Studies 


1 


2 


3 


4 


Final 


Grade 












Effort 












History 












Recognizes chronological order 












Compares past and present day 
societies 












Recognizes contributions of 
hetorical figures 












People and Societies 












lOenliriea and lull ix si 

gioups 












Geography 












Identifies and uses map skills 












Economics 












Identifies wants and needs 












Identifies goods and services 












Government 












Identifies organization and 
pirpose 












Citizenship Rights and 
Responsibilities 












Describes citizenship 
r €SCO r S D t £3 












Social Studies Skills and 
Methods 












Uses variety of sources to 
obtain information and make 
decisions 













Mathematics 


1 


2 


3 


4 


Final 


Grade 












Eiort 












Numeration 












Aoplies place value concept 












Class tries, compares andocdea 
mmbers 












Represents fractions 












Identifies and counts money 












Understands addition and 
sibtraction 












Measurement 












Measures accurately 












Aopties concepts of time 












Geometry 












Identifies and compares 













Standards-Based Report Card in RTF Format - Page 2 



geometric shapes 












Recognizes symmetry 












Patterns, Functions and 
Algebra 














Recognizes, creates and 
extends patterns 












Represents story poblems 












Data Analysis anc Probability 












C las s ifies and sorts objects 












Evaluates graphs, tables and 

: r s r :5 












C r £3:e= 3 r 3o r 5 3 r -: 

charts 












Problem Solving and 
Mathematical Processes 












Applies strategies to solve 
problems 













Standards-Based Report Card in RTF Format - Page 3 

4. Close the RTF report card file. 

Adjust Template to Eliminate Third Page 

We will make some adjustments to the template such as reducing the point size of the template pieces and 
removing specific column breaks to eliminate the third page. 

1. On the Template tab, change the point size in the Size column from 10 to 9 for the template 
pieces with sequence numbers 310 through 520. 
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. Note: The default point size is 10; however, point sizes range from 2 to 20 points. 

2. Click Save. 

3. Click the check box in the Delete column for Seq# 400 Column Break and Seq# 500 Column 
Break. 



ProgressBook Home | Grade Book | Special Services | Principal! Guidance! Clerical! Curriculum! Food | Attendance! PA Admin | Help! 

GrCtdcBOOk. 1st Grade Report Card (Critical 



Build your report card/interim format. 

Standard Elementary Report Card (Legal tri-fold) 



J 


310 


Marks (5 column, 1/3 width) 


V 


Reading 


v 


Arial 


v| 


9 pt 


- 


□ 


□ 




1 




□ 


* 


J 


320 


Custom K Letter Box (Upper, Lower, Sound) 


V 


Letter & Sound 


V 


Arial 


V 


9 pt 


V 


□ 


□ 




1 




□ 






400 " 


Column Break 




[ v 


Aria! 


V 


9 pt 


- 


□ 


□ 




1 








J 


[410 


Marks (5 column, 1/3 width) 




Writing 


- 


[Arial 


V 


9 pt 




□ 


□ 




1 




□ 




J 


|420 


Marks (5 column, 1/3 width) 


- 


Science 


- 


Arial 


- 


9 pt 


- 


□ 


□ 




1 




□ 






500 




V 


v 


Arial 




9 Pt 




□ 


□ 




1 




w: 




J 


[510 


Marks (5 column, 1/3 width) 


V 


Social Studies 


V 


Arial 


V 


9 Pt 


- 


□ 


□ 




1 




□ 




J 


[520 


Marks (5 column, 1/3 width) 


V 


Mathematics 


- 


Arial 


V 


9 Pt 


V 


□ 


□ 




1 




□ 




J 


1000 


Page Break 


Z3 


[ v 


Arial 


- 


9 Pt 


- 


□ 


□ 




1 




□ 
















J=L 


JUL 









Print Teacher Names? □ 
[ Save | 



Delete Seq #400 and Seq #500 Column Breaks to Eliminate Third page of Report Card 

4. Click Save. 

Notice that Seq# 400 Column Break and Seq#500 Column Break have been deleted. 




Home | Grade Book | Special Services | Pnropal | Guidance I Clerical | Curriculum | Food | ASendance | PA Admin | Help | Logout 

1st Grade Report Card (compile Needed) 



Build your report card/interim formal 



L 

■' 


270 


Attendance (5 column with Days Present) 


Attendance » 


Arial 


10 pt - 






1 




300 


Column Break 


- 


Arial 


■10 pi - 








B 


- 

j 


310 


Marks (5 column 1/3 width) 


Rearing » 


Arial - 


Opt - 






1 


□ 


320 


Custom K Letter Box (Upper. Lower. Sound| * 


Letter & Sound » 


Arial ’ 


Opt ' 






1 


B 


— 

j 


410 


Marks (5 colurm 1/3 width) 


Writing 


Arial 


9P* ' 






1 


B 


420 


Marks (5 column. 1/3 width) 


Science 


Arial 


Opt ' 






T 


□ 


— 

— 

— 

* 


510 


Marks (5 column. 1/3 widtti) 


Social Studies 


Anal 


Opt * 






1 


B 


520 


Marks (5 column 1/3 widttij 


Mathematics 


Arial 


Opt - 






1 


□ 


1000 


Page Break 




Arial ’ 


9 pt ' 






1 


D 




















* 






- 














* 




















* 






- 














* 




















* 








- 












* 






- 


- 












* 





















Print Teacher Names? _ 



Report Card with Seq #400 and Seq #500 Column Breaks Deleted 
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Preview Adjusted Columns 

1 . Click Preview. 

In the RTF report card file, notice that the third page has been eliminated. The Writing course 
starts at the bottom of the first column and continues to the top of the second column. The Social 
Studies course starts at the bottom of the second column and continues to the top of the third 
column. 



Writes using Tan tea ana 
suppormg oea s 












wmestaenx. tetters ana 
imitators 












Applies Writing Convention a 












annts legitry 












Soefrs grads box ax ate words 












U«SB IMfcAidSUII 

casazaton 












Writes *1T correct qraTTar 












Oral communication a 












Saeaxs wilt correct grammar 












Sty-son vx>: 













Government 












centtes organzaion and purpose 












Citizenship Rights and 
Responsibilities 












Descnses cnzensmp 
rssoonsiKftss 












ioclai Studies Skills and 
Methods 












»ses variety or sources la acta n 
irtarmaian and make decisions 













Reeding 


1 


2 


3 


4 


Final 


Grade 












Start 












Basic Reading Skill) 












Recogrtzes connecfon oehveen 
“tiers and sounds 












Recoqrczes siqrrl w>as 












Reads fuenty 












Comprehension Sklls 












^reacts &supoons tom ten 












Craws conousians 












Summarizes 












Compares & canrasts 












Sert-rnamxs readng 












Respond ta rruweva questons 












Acquires Vocabulary 












uses context oues 












idenrtes -Aord carte l meartngs 












Ciassifes words no categories 












Comprehends informational 
Text 












Aooes aao.e sash narv*ctdn 












tdsnttes man Kte3s & dess 












CcTprahends L tterary Text 












s»t s«w» fcton 












identtes settng, otaacters, & 
events 













Mathematics 


1 


2 


3 


4 


Final 


Grads 












9tart 












numeration 












Aao es 33M vaue concept 












C3ss»tes, compares and orcters 
rompers 












Rexesents tactons 












kanttes and carts money 












understands addt x and 
sjotaclor 












Measurement 












Ve3sures a ca/atery 












Axses concepts oflme 












Owu'iwliy 












tenttes and compares geometK 
shapes 












Recogrtzes symmetry 












Patterns. Functions and AlgeOra 












Recogrtzes creates and extends 
patterns 












Rexesems story xo&ems 












Data Analysis and Probability 












Oassrtes and sorts ootecte 












5-auates grants, taaes and xarts 












Creates grants, lanes and cnarts 












Problem Solving and 
Mathematical Processes 












Aocfies strategies to solve 
prooems 













Science 


1 


2 


3 


4 


Final 


Grade 












Effort 












Earth and Space Science 












ktermes retaknsrtps or Earns 
systems 












*taryzes wearer 












Lire Science 












Recognzes concepts arwng 
tings 












Physical Science 












compares prrysca cnaraosrsics 
and (flanges 












scientific ways or Knowing 












Questans ana deserves tar 
sctenttc imtestgaKr 












Health 












understands r 3atansftp oetAesfi 
persona Kna.’ x and wesmess 













Your child knows tie following checked tetters 




A 


3 


c 


D 


E 


F 


0 


H 


1 


J 


K 


L 


M 


uooercase 




























UMWOM 




























Sound 






























N 


0 


p 


Q 


R 


1 


T 


U 


V 


w 


X 


Y 


Z 


upoercase 




























.owercase 




























Sard 





























Social Studies 


1 


2 


3 


4 


Final 


Grade 












Effort 












History 












1 

5 

! 

1 












Compares past and xesent day 
soceies 












Recogrtzes contaomons or 
Ketones tgxes 












People and Societies 












identtes and compares arura 
groups 












Geography 












idenrtes and uses map sas 












Economics 












drVe; , a-:) 3-3 -sea; 












dem*s; qaaa; 3-3 













writing 


1 


2 


3 


4 


Final 


Mart 












Start 












Writing Processes 












uses wring xocess xafc 
revises, eats 












Writing A pplcat ions 












Responds ta taerakre 












writes Peg taring. m*»e and end 













Two Page Report Card 

> Note: Since the column breaks were deleted , the third page of the report card was eliminated 
and all the content fits on two pages . 

2. Close the RTF report card file. 



Add Subject Continued Assessments 

Since the Writing and Social Studies courses begin at the bottom of one column and continue to the next 
column, we will create an extra line of text at the top of columns two and three to indicate that these 
subjects are continued from the previous column. 

1 . On the Template tab, click Assessments in the Web site banner. 

2. On the Assessments tab, select Writing from the Course list. 

3. Enter Writing (cont.) in the first empty row in the Assessment column. 
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4. Enter 75 in the Seq# column to position the assessment just before the “Writes using main idea 
and supporting details” assessment. 

5. Leave the Mark Type option blank since this assessment is a subheading and does not require a 
calculated mark. 

6. Click Save. 



ffiyttflLifr. Home | Grade Boole | Special Semes | Principal | Guidance | Clerical | Ciriculum | Food | Attendance | PA Admin | Help | Logout 

GradeBOOk 1st Grade Report Card (compile Needed) 


List General Grate Levels Per cos Courses |l Assesmers Requirements Preceded Vanes Average Calcs Temclaie Maooinos 


SSSfitS 


Ereie* 1 




Course: Writing » 






Assessment 


Seq# 


Mark Type 


Default Grading Scale 


Default Calculation 


Pull 

Mark? 


Print 

Mark? 


Value 

Req? 


Del? 






Hark 


10 


AT 


NCECA Elementary School 


Average ▼ 


Y * 


Y - 


Y ” 




J_ 


Effort 


20 


1-4 Rubric 


Rubric Scale (1-4| 


Average ▼ 


Y * 


Y * 


N - 


□ 


J 


Wring Processes 


30 


Period Attendance * 


N/A 


None 


N » 


N * 


7- 


B 


J_ 


Uses wring process (drafts. revBes. edis) 


(0 


1-4 Rubric * 


Rubric Sc* (1-4) 


Average ▼ 


Y * 


Y ’ 


N * 


B 


J_ 


Wring Appfcabons 


50 


Period Attendance » 


N/A 


None ▼ 


N » 


Y ’ 


N - 


0 


J_ 


Responds to ftentwe 


50 

70 


1-4Rubnc 


Rubric Scale (1-4) 

Rubric Scale (1-4) ▼ 


Average ▼ 





Y » 




0 

lr| 


c 


7 


TJ TOgw 

Wring (CO*) A 


75 


Period Attendance » 


N/A 


None 


N * 


N * 


N , 


0 


T 




80 


1-4 Rubric 


Rubric Scale (1-4) 


Average ▼ 


Y * 


Y ’ 


N - 


0 


7 


Wiles friendly tellers and nvtations 


90 


1-4 Rubric 


Rubric Scale (1-4) 


Average ▼ 


Y * 


Y " 


N - 


0 


* 










- 


" 








* 










- 


- 








* 












- 


- 






* 










- 


- 


* 


- 




7 










- 




* 






* 










- 


- 








* 










- 


- 


- 








* 










- 


- 




- 




7 










- 


- 




- 






Group these assessments under Special Subjects? ‘Yes |No 
Default Assessment used when running the GradeBook ConSguratronUtjji|^^ 

Writing Default Assessment ’ | 

1 S” 1 



Writing (cont.) Assessment 



7. Select Social Studies in the Course list. 

8. Enter Social Studies (cont.) in the first empty row in the Assessment column. 

9. Enter 125 in the Seq# column to position the assessment just before the Identifies goods and 
services assessment. 

10. Click Save. 

. Note: There is a known issue with assessments that are used as a subheading on the report 
card and do not require a mark not displaying properly on the report card. On the Requirements 
tab, in the Writing course, make sure to select the check box in at least one of the reporting 
periods for the Writing (cont.) assessment, save, deselect the reporting period, and save again. 
Repeat this process for the and Social Studies (cont.) assessment. Use this workaround to ensure 
that the Writing (cont.) and Social Studies (cont.) assessments display properly on the report 
card. 
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Preview Subject Continued Assessments 

1 . Click Preview. 



Ratting 


1 


2 


3 


4 


Final 


Grade 












gw 












Basic Reading Skills 












Recognizee correcion between 
tetters arti soutis 












Recogrtzes aqnt words 












Reads tuenty 












Comprehension Skills 












Reacts asupoons ram text 












Draws conclusions 












Summartzes 












Compares & camrasts 












SSf-Torttrs reasng 












Respond lo mirt-tevei questons 












Acquires Vocabulary 












usescomsa dues 












ktentfes word pans & meanngs 












C3e>fes words into categories 












Comprehends informational 
Text 












Aotnes aoow seas to run-KWi 












derrtfes -3" 0=3; £ tea = 












Comprehends Literary Text 












Aga'es arxve soastotefor 












ktenttes setting, characters, & 
ever® 













Your child knows the following checked letters 




A 


B 


C 


0 


E 


F 


0 


H 




J 


K 


L 


N 


uppercase 




























Lowercase 




























Sound 






























N 


0 


P 


Q 


R 


1 


T 


U 


V 


w 


X 


Y 


Z 


_::r 




























imercase 




























Sound 





























wrttlng 


1 


2 


3 


4 


Final 


Marx 












gw 












Writing Processes 












Useswrflng process (drafts, 
reuses, effis) 












Writing Applcat ions 












Responds to neraiure 












wmes oegmrmg, m«tte and end 













1 

I 












supoertng tests 












Writes ttencry tetters and 
mutatons 












Applies Writing Conventions 












anrts tegwy 












Spews grade aooroonale words 












Uses correal areluaion and 
caoatzaton 












Writes wit correcl grammar 












Oral communications 












Speaxs Air cored qrammar 












Stars on toOC 













Science 


1 


2 


3 


4 


Final 


Gra£ 












gw 












Earth and Space Science 












identfes ra3fonsnps of Earns 
systems 












Ai3,zes ‘wean? 












Lite Science 












Recogrtzes concepts ofMng 
fwgs 












Physical Science 












Compares pnystca cnaractensfcs 
and changes ‘ 












Scientific Ways of Knowing 












Qosstons and ooserves to 
scerttf: nrestgaix 












HSU 












understands reiatansne uetween 
person Denavtor and wellness 













Social Studies 


1 


2 


3 


4 


Final 


Grade 












gw 












History 












Recoqrtzes cnronosoqbca order 












Compares past and present day 
satetes 












Recogrtzes contnaufcre of 
rtstonca tqures 












People and Societies 












identfes and compares oflura 
groups 


























ktenttes and uses map sate 












Eccncmlce 












tentfes war® and need: 













^Scctsi Studies (oont| 












Government 












ktenttes orqartzaRr and orpose 












Citizen snip Rights and 
Responsibilities 












Descrtpes oizansnp 
resporwBKtes 












Social Studies Skills and 
Methods 












uses variety or sources to ootan 
wormaion and maxe deasMns 













Mathematics 


1 


2 


3 


4 


Final 


Grade 












gw 












Numeration 












Agues oace vaue concept 












C assfes compares and orders 
numoers 












Represents radons 












ktenttes and counts money 












understands adtton and 
supraclan 












Measurement 












Measures accuracy 












Aootes concepts oflme 












Geometry 












ktenttes and compares geometric 
srapes 












Recogrtzes symmetry 












Patterns, Functions and Algebra 














Recogrtzes, creates and extends 
patterns 












Represents story prottems 












Data Analysis and Probability 






C 3ssfes and sort opects 












E.’SRiates gratis, Goes and chans 












Creates grants, Goes and charts 












Problem Solving and 
Mathematical Processes 












Apotes strategies to serve 
proOems 













Preview of Report Card 

. Note: The Writing (cont.) assessment displays at the top of the second column just above the 
Writes using main idea and supporting detail assessment and the Social Studies (cont.) 
assessment displays at the top of the third column just above the Identifies goods and services 
assessment. 



2. Close the RTF report card file. 

3. On the Requirements tab, click Template in the Web site banner. 

Add End of Year Placement to Template 

Since there is room under the Teacher Comments in the second column on the first page of the report 
card, we can insert the End of Year Placement template piece. 

1. On the Template tab, enter 120 in the first blank row in the Seq# column. 

2. Select End of Year Placement (Promoted, Placed, Retained) in the Option list. 

3. Select Attendance in the Course list. 

4. Enter 0 in the Rows After column. 

5. Click Save. 
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ProgressBook Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help 1 1| 

GradeBook 



1st Grade Report Card (Compile Net 



List General Grade Levels Periods Courses Assessments 



Compile Preview 



Build your report card/interim format. 





Seq# 


Option 


Course 


Font 


Size 




/ 




er 




J 


lio 


[File Header 


V 


V 


Arial 


V 


10 pt 


V 


□ 


□ 




1 


□ 


J 


^20 


Marks (5 column, 1/3 width) 


V 


Art 


Arial 


V 


10 pt 


V 


□ 


□ 




[®z 


□ 


J 


[30 


Marks (5 column, 1/3 width) 


V 


Music 


Arial 


V 


10 pt 


V 


□ 


□ 




0 


□ 


J 


40 


Marks (5 column, 1/3 width) 


V 


Physical Educat v 


Arial 


V 


10 pt 


V 


□ 


□ 




1 


□ 


J 


50 


Marks (4 column, 1/3 width) 


V 


Work Habits &S v 


Arial 


V 


10 pt 


V 


□ 


□ 




[L_ 


□ 


J 


100 


Column Break 


V 


V 


Arial 


V 


To pt 


V 


□ 


□ 




1 




□ 


J 


pno 


Teacher Comments (full paqe lenqth) 


V 


Attendance 


Arial 


V 


10 pt 


V 


□ 


□ 




1 


□ 


T 


pi 20 


End of Year Placement (Promoted, Placed, Retained) 


V 


Attendance ^ 


Arial 


V 


1 10 pt 


V 


□ 


□ 


1 




□ 


j 


loo 


[ Column Break 


V 


V 


Arial 


V 


10 pt 


V 


□ 


□ 




=■ 

1 


□ 



Print Teacher Names? □ 
( Save I 



Preview 



End of Year Placement (Promoted, Placed, Retained) Entry on the Template Tab 

v Note: End of Year Placement (Promoted, Placed, Retained) template piece and 0 rows after to 
allow it to fit under the Teacher Comments template piece in the second column on the first page 
of the report card. 



Preview End of Year Placement 

1. Click Preview. 







Art 


1 


2 


3 


4 


Final 


"Sradi 












Effort 












Uses original ideas 












Applies skills 












Demonstrates craftsmanship 












Music 


1 


2 


3 


4 


final 


Tjri35 












Effort 












Demonstrates rhythmic 
understanding 












Demonstrates melxfic 
recognition 












Actively participates in creating 
& performing music 












Demonstrates self-control 












Physical Education 


1 


2 


3 


4 


Final 


UrMi 












Effort 












Demonstrates appopnate skills 
development 












Demonstrates responsible 
personal & social behavior in 
activity settings 












Is prepared for class 













Work Habits & Skills 


1 


2 


3 


4 


Uses time wisely 










Works independently 










Stays on task 










Seeks help as appiopnate 










Follows written directions 










Follows oral directors 










Listens attentrvley 










Completes work carefully and neatly 










Organizes work area and materials 










Returns homework 










Attitude and Citizenship 










Follows rules 










Respects authority 










Interacts appropniely with peers 










Accepts responsibrty 










Demonstrates self-control 












End of Year Placement 

Promoted to grade 
Placed in grade 
Retained m grade 



First Grade Progress Report 
PB Training School District 
Lake View Primary School 

Student Sally Test Grade 01 

Teacher Year 07/08 

Principal Mrs. Mary 



DmtPMU Guardian: 

Successful academic achievement requires tie cooperative 
effort of the student, the paient:guardian. and the school. 
Together, we can work to provide a quality educational program. 

This progress report is a record of your child's overall 
ackievement m school Should you desire additonal information 
about your child s progres s . you are encouraged to contact 
school personnel to arrange a conference 

Your assistance in helping your child be successful m school 
is truly appreciated. 



Superintendent of Schools 



| Explanation of Marks 

b= Beginning 
d = Developing 
s = Secure 



4= Excellent 
3 = Good 

2 = Needs Improvement 
1 = Unsatisfactory 



Attendance 


1 


2 


3 


4 


Total 


Days Present 












Days Absent 












Times Tardy 













End of Year Placement Template Piece Under the Teacher Comments 

2. Close the RTF report card file. 

3. On the Template tab, click Messages in the Web site banner. 
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Adjust Messages Using RTF Code 

Since there isn’t a legend for the Work Habits & Skills course, we can create one using check marks 
and plus and minus symbols that will display immediately above the course on the report card. We can 
also combine the explanation of marks messages we entered previously to display in one box instead of 
three boxes with space between individual lines and a border around the Explanation of Marks title. 

1. On the Messages tab, type the following text in the Message 5 field: 

{\fsl6 {\box{\brdrdb {\qj \b {\fl4\fsl6 {\field{\*\fldinst SYMBOL 252 Wf’Wingdings” \\s 
1 0 } { \fldrslt\f 1 4\fs 16}} }+ = Excellent {\fl4\fsl6 {\field{\*\fldinst SYMBOL 252 Wf'Wingdings" \\s 

1 0 } { \fldrslt\f 1 4\fs 16}}} = Average {\fl4\fsl6 {\field{\*\fldinst SYMBOL 252 Wf'Wingdings" Ws 
10} { \fldrslt\f 1 4\fs 16} } }- = Needs Improvement {\par} } } } } 




Inserted RTF Code 

Use RTF code to format the marks legend above the Work Habits & Skills course. 

2. Click Save. 

3. Type the following RTF code in the Message 6 field. 

{\box{\brdrdb \qc \fs24 Explanation of Marks {\par} } } 

(\box \brdrs \fs20 

{ \tab } { \tab } { \tab } b = Beginning{\par} 

{ \tab } { \tab } { \tab } d = Developing { \par } 

{ \tab } { \tab } { \tab } s = Secure { \brdrbtw \brdrs { \par } } 

{ \tab } { \tab } { \tab } 4 = Excellent {\par} 

{ \tab } { \tab } { \tab } 3 = Good { \par } 

{ \tab } { \tab } { \tab } 2 = Needs Improvement { \par } 

{ \tab } { \tab } { \tab } 1 = Unsatisfactory 

4. Click Save. 



Message 6: (Limit 6000 characters) 

(\box{\brdrdb \qc \fs24 Explanation of Marks(\par}}} A 

(\box \brdrs \fs20 

j\tab}{\tab){\tab}b = Beginning{\par) v 



Creating a Box Around the Explanation of Marks Legend with RTF Code 

Use RTF code to create a box around the Explanation of Marks legend and a border under the title. 
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Message (: (Limit 6000 characters) 

{\tab}{\tab}{\tab}d = Developing{\pai} 

{\tab}j\tab}{\tab}s = Secureflbrdrbtw \brdrs {\par}} 

{\tab}j\tab){\tab}4 = Excellent{\par} 

Entering {\tab} RTF Code to Indent and {\par} RTF Code to Force a Line Break 

5. Click Template in the Web site banner. 

6. On the Template tab, enter 45 in the first empty row in the Seq# column. 

7. Select Message 5 (no border) in the Option column. 

8. Enter 0 in the Rows After column. 

9. Scroll to Seq# 240 and change Message 2 (with a border) to Message 6 (no border) in the Option 
column. 

10. Click the check box in the Del? column for Seq# 250 Message 3 (with a border) and Seq# 260 
Message 4 (with a border). 




ProgressBook 

GradeBook 



Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | Help | 

1st Grade Report 




Build your report card/interim format. 



Standard Elementary Report Card (Legal tri-fold) 




Print Teacher Names? □ 

| Save | Preview 



Delete Message 3 (with a Border) and Message 4 (with a Border) 



11. Change the number in the Rows After column from 1 to 3 for sequence numbers 210, 220, 230 
and 240 to create more space between the template pieces on the report card. 

12. Click Save. 



Preview Messages Using RTF Code 

1 . Click Preview. 

In the first column on the report card, notice the legend of marks between the Physical Education and 
Work Habits & Skills courses. Also, in the third column, the Explanation of Marks title displays inside of 



128 







a border with the remaining explanation of marks centered beneath it in one box. 



Art 


1 


2 


3 


4 


Final 


"5ra35 












Effort 












Uses original ideas 












Applies skills 












Demonstrates craftsmanship 












Music 


1 


2 


3 


4 


Final 


Grade 












"Effort 












Demonstrates rhythmic 
understanding 












Demonstrates melodic 
recognition 












Actively participates in creating 
& performing music 












Demonstrates self-control 












rnysicai tau cation 


1 


2 


3 


4 


Final 


Grate 












Effort 












Demonstrates appropriate skills 
development 












Demonstrates responsible 
personal & social behavior in 
activity settings 












Is prepared for class 












Work Habits & Skills 


1 


2 


3 


4 


Uses time wisely 










Works independently 










Stays on task 










Seeks help as appropriate 










Follows written directions 










Follows oral directions 










Lts tens attentrv ley 










Completes work carefully and neatly 










Organizes work area and materials 










Returns homework 










Attitude and Citizenship 










Follows rules 










Respects authority 










Interacts appropriately with peers 










Accepts res pons iblrty 










Demonstrates self-control 











Teacher Comments 



End of Year Placement 



Promoted to grade 
Placed in grade " 
Retained in grade 



First Grade Progress Report 

PB Training School Distnct 
Lake View Primary School 



Student Salty Test 
Teacher 



Grade _01 

Year 07/08 






DearParent/Guareian: 

Successful academic achievement requires the cooperatrve 
effort of the student, the parenfguardian, and the school. 
Together, we can work to provide a quality educational program 
This progress report is a record of your child's overall 
achievement in school. Should you desire additional information 
about your child’s progress, you are encouraged to contacl 
school personnel to arrange a conference 
Your assistance in helping your child be successful in school 
is truly appreciated. 

Keith E. Richards 
Superintendent of Schools 




Explanation of Marks 



t = Eegirr.rg 

d= Developing 

s = Secure 

4 = Excellent 
3= Good 

2= Needs Improvement 
l = Unsatisfactory 




Attendance 


1 


2 


3 


4 


Total 


days Present 












Days Absent 












Times Tardy 













Preview Messages 



The text previously entered in the Messages 5 and 6 fields displays as the marks legend above the Work 
Habits & Skills course in the first column and the Explanation of Marks legend in between the message to 
parents and the attendance course. 



2. Close the RTF report card file. 

3. Click Mappings in the Web site banner. 



Associate Assessments with Mapping Identifiers in 
Reporting Periods - Mappings Tab 

1 . On the Mappings tab, select Attendance in the Course list. 

2. Select the following mapping identifiers in the Q1 list for the attendance assessments. 



Mapping ID 


Assessment 


#Present1# 


Days Present 


#Absent1# 


Days Absent 


#Tardy1# 


Times Tardy 


#Comment1# 


Comments (do not exceed 495 characters) 
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Progr%S$Book~ Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance! PA Admin | 

GrCtdcBOOk 1st G ra( j e Report Card (er 



Enter identifiers to map to the report card template. 





Assessments 


/ Qi \ 


Q2 


Q3 


Q 4 


YEF 


AY 




Days Present 


r#Present1# y 


V 


V 


V 


V 




Days Absent 


#Absent1# < h 


V 


V 


V 


V 




Times Tardy 


| fffardyl# < > 


V 


V 


V 


V 




Comments: {Do not exceed 495 
characters) 




V 


V 


V . 






/ 








Promoted to grade: 


\ / 








V 




Placed in grade: 










V 




Retained in grade: 










V 









Mapping Identifiers for Assessments in the Reporting Period on the Mappings Tab 

3. Click Save. 

4. Continue to select the following mapping identifiers in the Q2 list for the attendance assessments. 



Mapping ID 



Assessment 



#Present2# 

#Absent2# 

#Tardy2# 

#Comment2# 



Days Present 
Days Absent 
Times Tardy 

Comments (do not exceed 495 characters) 



5. Continue to select the following mapping identifiers in the Q3 list for the attendance assessments. 

Mapping ID Assessment 



#Present3# 

#Absent3# 

#Tardy3# 

#Comment3# 



Days Present 
Days Absent 
Times Tardy 

Comments (do not exceed 495 characters) 



6. Continue to select the following mapping identifiers in the Q4 list for the attendance assessments. 



Mapping ID 



Assessment 



#Present4# 

#Absent4# 

#Tardy4# 

#Comment4# 



Days Present 
Days Absent 
Times Tardy 

Comments (do not exceed 495 characters) 
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7. Continue to select the following mapping identifiers in the YEF list for the assessments. 



Mapping ID 


Assessment 


#Present5# 


Days Present 


#Absent5# 


Days Absent 


#Tardy5# 


Times Tardy 


#Promoted# 


Promoted To 


#Placed# 


Grade Placed In 


#Retained# 


Grade Retained In 



8. Click Save 




PFQgr&SSBook Home | Grade Book | Special Services | Principal | Guidance | Clerical | Curriculum | Food | Attendance | PA Admin | 

idcBOOk 1st Grade Report Card (cr 



Enter identifiers to map to the report card template. 



Assessments 


Q1 


Q2 


Q3 


Q4 


YEF 


Tay] 


Days Present 


#Present1# 


#Present2# 


#P resent 3# 


#Present4# 


#P re sent 5# 




Days Absent 


#Absent1# 


#Absent2# 


#Absent3# 


#Absent4# 


#Absent5# 


Times Tardy 


#Tardy1# y 


#Tardy2# 


#Tardy3# y 


#Tardy4# y 


#Tardy5# 


Comments: (Do not exceed 495 
characters)' 


#Comment1# ^ 


#Comment2# 


#Comment3# v 


|#Comment4# v 














Promoted to grade: 












#Prornoted# 




Placed in grade: 












#P laced# 


Retained in grade: 












#Retained# y 





Mapping Identifiers for Attendance Course Assessments in Reporting Periods on Mappings Tab 



9. Select Letter & Sound Recognition in the Course list. 

10. Select #A1# in all of the reporting periods and AY lists for the A assessment. 




Course: Letter & Sound Recognition * 



Enter identifiers to map to the report card template. 
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Mapping Identifiers for Letter & Sound Recognition Course Assessments on Mappings Tab 

Specify mapping identifiers for each individual uppercase letter assessment in reporting periods for the 
Letter & Sound Recognition course on the Mappings tab. 

11. Continue to select the mapping identifiers that include 1, which represent the uppercase 
letters, in the remaining three reporting periods and AY lists for all the remaining 
uppercase letter assessments through Z. 

. Note: It’s a good idea to Save after you fill in all the rows on the screen so that if the 

Internet connection is lost you will only lose the data since the last time you saved and not all 

of it. 

12. Continue to select the mapping identifiers that include 2, which represent the lowercase letters, in 
all the reporting periods and AY lists for all the lowercase letter assessments, a through z. 

13. Click Save. 

14. Continue to select the mapping identifiers that include 3, which represent the letter sounds, in all 
the reporting periods and AY lists for all the letter sounds assessments. 

15. Click Save. 



PmgressBook 

GradeBook 



Home | Grade Book | Special Services | Principal | Guidance | Clerical I Curriculum | Food I Aiondanco I PA Admin | Help | Logout 

1st Grade Report Card (compile Needed) 



Course Letter & Sound Recognition 



Enter identifiers to map to the report card template. 















AV 


A1 


#A1# 


#A1# 


*A1# 


#A1# 




#A1# 


a2 


#A2# 


•A2# 


*A2# 


#A2# 




#A2# 


A3 sound 


#A3# 


«A3# 


*A3# 


#A3# 




»A3# 


01 ^ 


*6 is 


aei# 


•61# 


#61# 




•01# 


b2 


S02S 


#62# 


*82# 


#B2# 




•02# 


93 sound 


S63S 


#83# 


*83# 


#03# 




•83# 


Cl 


#C1# 


•Cl# 


•Cl# 


#C1# 




#C1# 


c2 


#C2# 


#C2# 


*C2# 


#C2# 




#C2# 


C3 sound 


#C3# 


SC 3# 


SC 3# 


#C3# 




#C3# 


01 


#01# 


SOI# 


#01# 


#01# 




#01# 


d2 


#02# 


#02# 


#02# 


#02# 




#02# 


D3 sound 


#03# 


#03# 


*03# 


#03# 




#03# 


El 


#61# 


•61# 


•61# 


#61# 




#61# 


•2 


#62# 


•62# 


•62# 


#62# 




#62# 


E3 sound 


#63# 


•63# 


*63# 


#63# 




#63# 


FI 


#F1# 


•FI* 


•FI* 


#F1# 




*F1» 


12 


#F2# 


*F2* 


«F2* 


#F2# 




#F2# 


F3 sound 


#F3# 


*F3* 


•F3# 


#F3# 




#F3# 

















Mapping Identifiers for Uppercase, Lowercase, and Sound Assessments on Mapping Tab 



Check Spelling on Report Card 

You can use the Spell Check feature to check the text on the report card for spelling errors. 

1 . Click Preview in the Web site banner. 

2. Click the Spell Check icon in Microsoft Word to begin searching for spelling errors. 
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3. Notice that “responsiblity” is misspelled in the “Accepts responsiblity” assessment in the Work 
Habits & Skills course. 




Run Spell Check 

4. Do not correct the error, but close the spell check feature. 

5. Close the RTF report card file. 

6. On the Mapping tab, click Assessments in the Web site banner. 

7. On the Assessments tab, select the Work Habits & Skills course in the Course list. 

8. Scroll to the “Accepts responsibility” assessment with the spelling error and correct it. 

9. Click Save. 



Course: Work Habits & Skills v 



J 


Completes work carefully and neatly 


80 


Check+, Check, Check- v 




N/A v 




N v 






N v 




□ 


f 


Organizes work area and materials 


90 


Check* Check, Check- v 




N/A 




N v 






N v 




□ 


J 


Returns homework 


100 


Check*, Check, Check- v 




N/A v 




N v 






N v 




□ 


J 


Attitude and Citizenship 


110 


Period Attendance v 




N/A 




N v 






N v* 




□ 


J 


Follows rues 


120 


Check*, Check, Check- v 




N/A 




N v 






N v 




□ 


J 


Respects authority 


130 


Check*, Check, Check- v 




N/A v 




N v 






N v 




□ 


J 


Interacts ajpropriately with peers 


140 


Check*, Check, Check- v 




N/A 




N v 






N v 




□ 




Accepts responsibility^ 


150 


Check*, Check, Check- v 




N/A v 




N v 






N v 




□ 


Demonstrates self-control 


160 


Check*, Check, Check- v 




N/A 




N v 






N v 




□ 





























Correct Spelling Errors in the Assessments 
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Compile Report Card 



The report card or interim must be compiled successfully before teachers can use it to enter grades on the 
Report Card Entry screen. ProgressBook GradeBook runs numerous verifications to make sure the report 
card is set up properly. Once the report card has been compiled, each time it is changed, it must be 
recompiled. The status displays in the Compile Results column on the Report Cards screen where you can 
easily see if the report card contains warnings or errors. 

1 . On the Web site banner, click the Compile link. 

The compiled report card or interim displays in a separate browser window listing any warnings 
or errors that were detected during compilation. A reference number displays next to the 
description of each warning or error. This reference number is used for troubleshooting purposes 
by ProgressBook GradeBook Support personnel. 



A potential error was found. 

Teachers will be able to enter grades but it is recommended that you look into all warnings. 




Level 


Description 


Ref# 


Action 


? 


Warning 


The template usually contains at least 1 mark section. Please go to the Template Tab 
in the Report Card Builder to verify that the setup is correct. 


1024 


Go 


V 


Warning 


You've chosen a template section that requires mappings but some items 
(#Student_Name#) have not been mapped. Please go to the Mapping Tab in the 
Report Card Builder and verify that the setup is correct. 


1049 


Go 


V 


Warning 


You've mapped multiple cells to #Gr#. This is not allowed. Please go to the Mapping 
Tab in the Report Card Builder to correct the problem. 


1050 


Go 


V 


Warning 


There are gaps between the reporting period date ranges. Please go to the Reporting 
Period Page and correct the dates. 


2006 


Go 


V 


Warning 


Reporting Period YEF has an invalid entry date range for school LVPR. Other dates 
may be missing as well. Please go to the Reporting Period Entry Date by School 
Page and correct the dates. 


2007 


Go 


V 


Warning 


An end TIME has not been specified for LVPR Q1 and possibly others. This will cause 
the data entry window to close at the BEGINNING of the date specified. Please go to 
the Reporting Period Entry Date by School Page to add a time, if necessary. 


2009 


Go 


V 


Warning 


There is a gap in the point range between D- and F in the Lake View High School 
Default grading scale. Point ranges should go to 2 decimal places. 


3002 


Go 


V 


Warning 


There is either a gap. an overlap, or an invalid sequence in the percent range between 
A and A- in the Grading Scale test grading scale. 


3003 


Go 



Error and Warning Messages from the Compile Tab 



The following warnings and/or errors may occur: 

• Warning - Potential errors were found during compilation, but teachers can use the 
report card to enter grades on the Report Card Entry screen. It is recommended to 
investigate the warnings and try to correct any issues. 

• Critical error - Errors were found during compilation that prevent the report card from 
displaying and teachers from entering grades on the Report Card Entry screen until they 
are corrected. 

• Severe error - Errors were found during compilation that prevents teachers from 
entering grades on the Report Card Entry screen until they are corrected. 

If there are no warnings or errors, the following message displays. “Congratulations, no errors were 
found! The report card compiled successfully.” Proceed with step 7. 
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2. If there are any warnings or errors, review the description, and then click the Go link. 

The screen where the issue occurred that caused the warning or error displays behind the Compiled 
Report Card/Interim screen. 

3. Troubleshoot the issue(s) as needed. 

4. Return to the Compiled Report Card/Interim screen, and then click Refresh. 

If the warning or error was corrected, it does not display in the list. Proceed with step 5. If the 
warning or error was not corrected, repeat step 2 through 4 until the issue is corrected. If you cannot 
correct the issue, follow your appropriate ProgressBook GradeBook support channel. 

5. On the Web site banner, click the Compile link again. 

6. If the report card compiled without critical or severe errors, close the Compile Report 
Card/Interim screen. 

7. On the Web site banner, click the General tab. 

8. Select the Active report card mode to make the report card available to teachers to enter grades. 

9. Click Save. 

10. On the Web site banner, click the Compile link for the final time. 

1 1 . Close the Compile Report Card/Interim screen. 

'/ Note: If you have to make changes to a report card in Active mode , you must first 
change the report card mode to Testing . 

v Note: You can compile a report card without opening it on the Report Cards screen by 

clicking the Compile All Active Changed Report Cards link or by clicking in the Actions 
column . 
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Art 


1 


2 


3 


4 


Final 


Grade 












Effort 












Uses original ideas 












Appliesskills 












Demonstrates craftsmanship 












Music 


1 


2 


3 


4 


Final 


Grade 












Effort 












Demonstrates rhythmic 
understanding 












Demon strates m el odic 
recognition 












Actively participates in creating 
& performing music 












Demonstrates self-control 












Physical Education 


1 


2 


3 


4 


Final 


Grade 












Effort 












Demonstrates appropriate skills 
development 












Demonstrates responsible 
personal Asocial behavior in 
activity settings 












Is prepared for class 













Work Habits & Skills 


1 


2 


3 


4 


Uses time wisely 










W o rks i n dependency 










Stays on task 










Seeks help as appropriate 










Foil ows written d irections 










Follows oral directions 










Listens attentively 










Completes work carelully and neatly 










Organizes work area and materials 










Returns homework 










Attitude and Citizenship 










Follows rules 










Respects authority 










Interacts appropriately with peers 










Accepts responsibility 










Demonstrates self-control 












End of Year Placement 

Promoted to grade 

Placed in grade 

Retained in grade 



First Grade Progress Report 

PB Training School District 
Lake View Primary School 



Student Sally Test Grade 01 

Teacher Year 07108 

Principal Mrs. Mary 



Dear Parent/Guardian: 

Successful academic achievement requires the cooperative 
effort of the student, the parent/guardian, andthe school. 
Together, we can workto provide a quality educational program. 

This progress report is a record ofyourchilrfs overall 
achievement in school. Shouldyou desire additional information 
about your chilcfs progress, you are encouragedto contact 
school personnelto arrange a conference. 

Your assistance in helping your child be successful in school 
is truly appreciated. 

Keith E. Richards 

Superintendent of Schools 



Explanation of Marks 
b= Beginning 
d = Developing 

s = Secure 

4= Excellent 
3 = Good 

2 = Needs Improvement 
1 = Unsatisfactory 



Attendance 


1 


2 


3 


4 


Total 


Days Present 












Days Absent 












Times Tardy 
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Writing (cont) 












Writes using mam deaand 
supporting detas 












Writes friendly tetters and 
invitations 












Applies Writing Conventions 












Prints eg ofy 












Spells g-ade appropriate words 












Uses correct punctuation and 
capitalization 












W-teswth correct grammar 












Oral communications 












Spea<s wth oo^ect grammar 












Stays on tope 













Social Studies (cont) 












Identifes goodsand se'voes 












Government 












Identifes organization and purpose 












Citizenship Rights and 
Responsibilities 












Descnoes citzenshp 
re sponsib Sties 












Social Studies Skills and 
Methods 












Uses variety of souxesto obtain 
information and make dec-sons 













Reading 


1 


2 


3 


4 


Final 


Grade 












Effort 












Basic Reading Skills 












Recognzesconnection between 
tetters and sounds 












Recogn zessghtwords 












Reads fluently 












Comprehension Skills 












PredctsS sup ports from text 












Draws conclusions 












Summarzes 












Compares & confraste 












S e If-mo n ito rs re ad mg 












Respond to mu tb-tevel quest vis 












Acquires Vocabulary 












Uses context clues 












Identifies word parts & meanings 












Classifies words mto cslego’-es 












Comprehends Informational 
Text 












App es anove skOs to non-ftetoon 












Identfes ma n deas & deta s 












Comprehends LiteraryText 












Ap p les a bove skills to fiction 












Identifies setting . characters. & 
events 













Mathematics 


1 


2 


3 


4 


Final 


Grade 












Effort 












Numeration 












Apphes place vatueconcept 












Cassfes, compares and orders 
numbers 












Represents fractions 












Identifes and counts money 












Understands addrton and 
subtraction 












Measurement 












Measures accurately 












Appies concepts of time 












Geometry 












Identifes and compares geometre 
shapes 












Recog n tzes symmetry 












Patterns, Functions and Algebra 












Recognizes creates and extends 
patterns 












Represents story problems 












Data Analysis and Probability 












Classifies and sorts o sects 












Evaluates graphs taoesand charts 












Creates g'aphs, taoesand charts 












Problem Solving and 
Mathematical Processes 












Applies strategies to solve 
problems 













Science 


1 


2 


3 


4 


Final 


Grade 












Effort 












Earth and Space Science 












Identfes re Isbonshps of Earth's 
systems 












Analyzes west ha' 












Life Science 












Recogn zesoonoepts of Svteg 
thngs 












Physical Science 












Compares pnyscacna-acte'-stcs 
and changes 












Scientific Ways of Knowing 












Questionsand observes for 
scientific n vest gaton 












Health 












Understands relationship between 
personal beharvwrand we Iness 













Your child knows the following checked letters 




A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 


L 


M 


Uppercase 




























Lowercase 




























Sound 






























N 


0 


P 


Q 


R 


S 


T 


U 


V 


w 


X 


Y 


Z 


Uppercase 




























Lowercase 




























Sound 





























Social Studies 


1 


2 


3 


4 


Final 


Grade 












Effort 












History 












Recognzesch ro note gca: order 












Compares pastand present day 
societies 












Recogn zesoontibutons of 
historical figures 












People and Societies 












Identifies end co ,, nD3 r es cultural 
groups 












Geography 












Identifies and usesmap s< s 












Economics 












Identifies wantsand needs 













Writing 


1 


2 


3 


4 


Final 


Mark 












Effort 












Writing Processes 












Uses writing process (drafts, 
revises, edits) 












Writing Applications 












Responds to te'atu'e 












W’les pegm rang, rmddieandend 
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